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Our Present Industrial Troubles—and the Office 
Checking Machine Use-Scientifically, Sensibly 
How Iron Curtain Countries Handle Suggestion Systems 


The Basic Dispute in Steel: Its Implications for the Office 
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AVE } WORK magic with office space... 
ee Only Arnot by Royal gives you such flexibility, such maneuverability 


You don’t have to be the magician. Let our space engineers show 
you the magic of Arnot by Royal. Make office space pay off. 
Convenient, practical, beautiful! That’s the Arnot “custom” in- 
stallation — everything modeled to make space work for a living — 
efficiently, profitably. Write for the brochure that tells the story — 
Arnot modular furniture and space-dividing Arnot Partition-ettes by OFFICE 
Royal. Now is the time to write for it— plus the name of your nearest Arnot dealer. Arnot 
Division of ROYAL METAL MANUFACTURING COMPANY, One Park Avenue, New York 16, N. Y. 


SHOWROOMS: New York, Chicago, los Angeles, San Francisco, Seattie, Galt, Ontario « LICENSEES: France, England, Australia, Venezuela 
FACTORIES: Plainfield, Conn., Michigan City, Ind., Los Angeles, Calif., Warren, Pa., Jamestown, N. Y., Galt and Smiths Falis, Ontario 


Use Readers’ Inquiry Coupon on Page 98 
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YOU CAN TALK TO OTHERS 


dore just by pushing a button or dialing. 


& 


in your office, plant or 


ee 


fa 


YOU CAN SET UP CONFERENCE CALLS with as many 


gSee how THE CALL DIRECTOR telephone can 


Mspeed your work, spark your efficiency! 


/ 


as six different people on the line at once. 


The new Call Director telephone 
with Bell System intercom is a real 
boon to busy businessmen. Its 
many pushbuttons provide the kind 
of fast, flexible desktop communi- 
tations you need to get more done 
etch day, give customers better 
rvice and otherwise boost effi- 
tency and profits. 

There are two versatile models: 
i executive model with up to 18 
buttons; and a secretarial model 


YOU CAN ADD ANOTHER PERSON to an outside call, 
then stay on the line or get off, as you like. 


YOU CAN TAKE CALLS on up to 29 outside, extension 


or intercom lines, even hold many of them. 


with answering and call-holding fa- 
cilities for as many as 29 lines. 
Both are smartly designed in green, 
gray or beige with contrasting face 
plates. 

The Call Director is just one of 
many new Bell System develop- 
ments with profit potential for your 
business. A communications expert 
is ready to discuss them with you. 
Just call your Bell Telephone busi- 
ness office. No obligation. 


BELL TELEPHONE SYSTEM (pm) 


This six-button Bell System telephone 
also provides a wide range of flexible 
intercom features. 
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recording studio clarit 


MAKES POSSIBLE WORLD'S MOST EFFICIENT, VERSATILE 
REMOTE OR NETWORK DICTATION SYSTEMS 


Buey — ' f et 


Single executive ‘Miracle Mike" desk set connected to Scribe SI-70 remote 
recorder transcriber. Machine permanently at secretary's desk. ‘Miracle Mike" 
controls all functions of remote dictation. 


Publ. ishe 
GEYER. 
Andrew 
22 Fift 


4} MUrray 


PUBLIS 


tales executive ‘Miracle Mike'’ desk sets with Single $!-70 Scribe remote re- 

 corder ond SI-60 transcriber. Allows secretory to transfer SCRIBE-PAK tape 

ine to tr iber freeing central hine for dictation while previous 
"material is being transcribed. : 


(1) Exclusive Miracle Mike controls all operations 
of the machine. (2) SCRIBE PAK Preloaded tape 
magazine snaps on—no irksome threading, no 
need ever to touch the tape. (3) Play back re- 
cording through Miracle Mike. Combination sin- 
gle and double earset supplied for transcribing. 


Six executive “Miracle Mike" desk sets connected to 2 Scribe $!-70 remote 
recorder ib When either machine is in use (indicated by light on 


executive station) selector switch on desk set permits other dictators to select 
DEALERS--WRITE FOR PROTECTED TERRITORY INFORMATION. idle machine. Seporate transcriber need d rigese k lead requirement. 


WRITE FOR FULL DETAILS TODAY The above are representative remote installations. Any 


—ideal for switchboards, intercom systems, or any re- 
cording needs. See your Scribe dealer for the system best 
for your requirements. 


: eB combination of the various Scribe remote dictation sys- 
. SCRIBE DISTRIBUTORS CO. DEPT. OM-11 , tems can be devised to suit your needs. 

« 6949 W. North Ave., Oak Park (Chicago), Ill. ° 

. : . @ NO OTHER DICTATION SYSTEM RECORDS WITH THE CLARITY OF 
e sous — yn information about the new e scrise! SCRIBE SI-70 remote is the most versattie ana 
e F e efficient equipment available for any kind of remote or 
. « network system. Scribe records your dictation on reusa- 
. e ble, high fidelity Mylar magnetic tape—preloaded i in 30 
« Name « or 60 minute tape magazines. Every syllable is recorded 
e « crystal clear. With magnetic tape you just dictate over 
« Company « errors as you go. All operations are controlled by finger- 
. « tip touch at the exclusive “Miracle Mike.” Rugged, com- 
« Address e mercial-size Scribe remote dictation systems are versatile 
. . 

e 7 

. oo 
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A PRODUCT OF SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois. 
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As this is written, the nation’s 
steel mills are still idle in a long 
and bitter strike against—fund- 
amentally — automation. What 
effect will this have on the of- 
fice. See page 21. 
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SBA reports “considerable growth” in small business; 


Olivetti gains large interest in Underwood 


WENDELL B. BARNES, administra- 
tor of the Small Business Administra- 
tion, recently reported to President 
Eisenhower and Congress that there 
had been improvement in the small 
business section of the national econ- 
omy and a substantial increase in the 
services of the Small Business Admin- 
istration during fiscal 1958-59. 

The Agency’s semi-annual report, 
which covered the six-months’ period 
ending June 30, noted “considerable 
growth” in the nation’s business popu- 
lation. It states that there were 4,589,- 
200 business firms as of Jan. 1, 1959 
—an all-time peak—and an increase 
of 349,400 firms in the last five years, 
which compares with 255,600 in the 
preceding five years. 

The number of new business incor- 
porations soared in the first six months 
of 1959, reaching a record high of 
103,130, representing an increase of 
46 per cent over the same months of 
1958. 

The report stated that this record 

(To page 11) 


OLIVETTI of Italy, major European 
manufacturer of office machines and 
typewriters, has acquired a substantial 
ownership interest in the Underwood 
Corp., it was announced last month. 

Details of the transaction were 
spelled out in a joint statement issued 
by Frank E. Beane, president of Un- 
derwood, and Adriano Olivetti, presi- 
dent of the Ing. C. Olivetti & C., 
S.p.A. of Italy: 

“Through an agreement to purchase 
405,000 common shares of Under- 
wood stock at a price of $21.50 per 
share, Olivetti will acquire an impor- 
tant degree of ownership in the Under- 
wood Corporation. The shares involved 
in the sale are authorized but unissued 
and will be purchased from the Under- 
wood Corporation. The capital of the 
Underwood Corporation will thus be 
increased by nearly $9,000,000. 

“Underwood and Olivetti will co- 
operate closely in all phases of re- 
search, product development, techni- 
cal research and manufacturing tech- 
niques. We are confident that Under- 


Bs 


wood sales offices and agencies wil] 
benefit through substantially increased 
sales, and that Olivetti’s worldwide 
sales organization will be able to serve 
their customers better as a result of an 
expanded base of operations. Details 
of marketing policy are now under 
examination and will be revealed in 
the near future.” 

Mr. Olivetti, in an independent : 
statement, declared that “Olivettiiimm 
recognizes the high value of the tradi- 
tion of quality workmanship which 
Underwood’s Hartford plant has estab- 
lished and maintained since the early 
part of the century in the typewriter 
industry in this country. The estab- 
lishment of this plant represented an 
important milestone in the develop- 
ment of the typewriter and office 
machine industry. 

“Better integration between the 
economies of Europe and America is 
to be expected as one of the most 
positive trends of the future develop- 
ment of world economy, and_ this 

(To page 11) 


" 


Each LETTER-GRAM set consists of: 
1. A 3-part Letter-Gram snap-out form 
2. A special window outgoing envelope 
3. A special wind 


reply Pp 


LETTER-GRAM is a cross between the letter and 
the telegram. It combines the best features of 
both; but when total costs are considered, costs 


less than either. 


White for youn free cample et today! THE LETTER-GRAM CO. © 4746 CHESTNUT ST. © PHILADELPHIA 39, PA. 
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How to make ‘Impossible’ Deadlines: 


20 Copies of a 500-Page Report...in 3 Hours! 


| ime 
f = this Is NR 
= a eee) XEROGRAPHY.. 


er nn ne ney 


[ENT 


" THE BUTTON 


nd copies flow! 


It isn’t often that anyone wants 20 
copies of a 500-page report. 

But a client of a Pittsburgh en- 
gineering firm did. Moreover, he 
wanted them in a hurry. 

A few years ago, meeting the dead- 
line he set would have been impossi- 
ble. Besides, the cost would have been 
prohibitive. 

Today neither is true, thanks to 
automatic xerography. By means of 
a XeroX® Copyflo® 11 continuous 
printer and offset duplicating, run- 
ning off 20 copies of a 500-page re- 
port would be amazingly simple . . . 
the work of a single morning. 

A Copyflo 11 continuous printer 
prepares offset paper masters, at the 
rate of 20 linear feet a minute, on a 
continuous roll 2,000 feet long and 
11 inches wide. The roll is cut into in- 
dividual masters, which are then 
mounted on offset duplicators for 
runoff of multiple copies. 
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Copyflo printers also copy onto 
plain, unsensitized paper or translu- 
cent vellum for diazo-type reproduc- 
tion. They enlarge, reduce, or copy 
size to size, offering the speediest, 
most flexible, most economical way to 
get copies precisely like the originals 
from opaque documents of all kinds 
or from microfilm. 

You, too, can make “impossible” 
deadlines with a Copyflo printer. Just 
push the button . . . and copies flow! 


For complete information write 
Hatow Xerox Inc., 59-250X Haloid 
St., Rochester 3, N. Y. Branch offices 
in principal U.S. and Canadian cities. 
Overseas: Rank-Xerox Ltd., London. 
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pig: inexpensive to reduce or enlarge—on aluminum offset plates—printed matter, draw- 


Now! 
Enlarge 
or reduce 
for offset 
printing 


MAKE A PLATE IN 1 MINUTE WITH GEVACOPY RAPID! 


A great new advance in offset duplicating by Gevaert now makes it simple, fast and 


ings, microfilms or artwork at a fraction of the usual cost! And in less than one 
minute from exposure to finished plate! 


Here’s how simple it is. Just expose your original with a simple camera or enlarger 

to a sheet of Gevacopy Rapid. Place exposed sheet in contact with a Gevacopy 

Aluminum Plate and pass through special developing machine. Strip the negative 
ag from the plate, wipe down the plate with fixing solution and the plate is ready for 
the press. Cost to you — 59 cents. What’s more, if you already have an office copy 
machine, it can probably be used to develop the plates. 
MAKE “SAME SIZE” PLATES TOO, JUST AS EASILY 
Gevacopy Contact Aluminum Offset Plates now in use by thousands of offices and 
commercial plants make ‘‘same size’’ plates just as easily and quickly. The process 
is the same, except that the original is exposed to Gevacopy Contact Paper on any 
simple contact printer. Time to make a beautiful professional quality printing 
plate — one minute! Cost — 39 cents! 
EITHER WAY — YOU GET QUALITY AND SPEED 
Because the Gevacopy process was perfected by one of the world’s greatest photo- 
graphic companies, it picks up every fine detail, reproduces your original with 
photographie accuracy. Because it produces aluminum plates, you get high press 
runs, precision work, great durability. You get scalpel-sharp reproduction time 
after time, and the plates can be stored if desired and used over and over. And 
§ because of the great simplicity of Gevacopy, you’ll cut down makeovers—reduce 
; wasted time and plates up to 75%, or even more! 

Get the facts now on this major breakthrough in offset duplicating. Complete lit- 
erature and details are yours for the asking. Write — phone — or wire today! 


THE GEVAERT COMPANY OF AMERICA, INC. 
321 West 54tb Street, New York 19, New York 


District Offices: Lincolnwood (Chicago), lil. * Los Angeles + Dallas * Denver « San Francisco 
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top quality 


aluminum plates fast 
... for only 59¢! 
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CATALOGS 


AND BOOKLETS 


‘- 7 in 


For Men Who Do 
the Planning 


For America’s TRENDS | 


; AND | 
Offices... FORECAST 
JANUARY Sete: 


The January | is6o Ny , 
1960 7 


AN ANNUAL TRADITION — POINTEDLY NAMED 


Office Management’s January issue is the traditional long-range planning 
guide for management executives concerned with office administration. 
In the past it was referred to as the Yearbook. To designate its purpose 
and content more pointedly, it will be called the TRENDS and FORE- 
CAST issue, beginning with January 1960 — which is exactly what it is. 


AUTHENTIC DATA FOR DECISION MAKERS 


The January issue’s exhaustive analyses and authoritative forecasts have 
been acclaimed, reprinted and used as blueprints for long-range planning 
in America’s largest offices. Every subject that concerns efficient, progres- 
sive office administration, illustrated on the left, is departmentally cov- 
ered in the January issue. 


The nation’s office expansion program is entering a new dynamic phase. 
How will your product fit into the new office concept — in its design, 
furnishing or operation? The atmosphere of the January 1960 TRENDS 
and FORECAST issue of Office Management is ideal for your product 
story! You will help management executives in their planning — and 
you will help yourself by your adequate presentation, appropriately posi- 
tioned for maximum impact. In addition to the more than 31,500 ABC 
paid — there will be a bonus distribution of an extra 2,500 copies. 


The January 1960 issue is now being readied for press; but you have still 
time to catch it. Consult with your advertising agency now — and 


arrange to include this vital issue in. your 1960 advertising program. | 


Closing Date for reservations and set copy December 1 — 
For complete plates December 7 


atthe The Magazine for Management Executives 


SQ; 212 Fifth Avenue New York 10, N. Y. 


Published by Geyer-McAllister Publications 
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||| jwas a record number of business loan 
| japplications to the Small Business Ad- 
| |ministration in the January-June 1959 
| \period—5S,232 applications requesting 


||Ssmall business 
| |(From page 6) 


Ii\| {ments Act of 1958 which provided tax 
| |dvantages to small corporations, with 
| }particular benefit from provisions giv- 
| Jing them the right to be taxed as 


| Pitney-Bowes open house 


: Houses—one for employees and their 


qumber of new business incorporations 
reflects, in part, the improved general 
eonomic conditions following the ’58 
recession and, in part, the effects of 
ihe passage of the Technical Amend- 


partnerships. 
Also, the report noted that there 


$308.9 million—and a record number 
of business loans approved by the 
Agency—2,954 for $147.3 million. 


These totals compare with 4,698 
applications for $257.4 million and 
2513 loan approvals for $121.6 mil- 
lion in the first six months of 1958. 

Government purchases appropriated 
for small businesses in this six-month 
period by the Small Business Admin- 
istration, the Department of Defense, 
and cooperating Federal civilian agen- 
cies totaled $714.2 million. This was 
the greatest dollar amount of small 
business “‘set-asides” in the second half 
of any fiscal year since the start of the 
Agency in 1953, and was $30 million 
more than the set-asides in the second 
half of fiscal year 1958. 


Olivetti-Underwood 
(From page 6) 


trend must inevitably enhance the 
Vitality of the free world. Our associ- 
ation with one of America’s best- 
known corporations should be re- 
garded in this context.” 


Underwood employs approximately 
10,000 people throughout the world 
and operates manufacturing plants in 
four U. S. cities and in Canada, Eng- 
land, Germany, and Italy. Olivetti has 
24,700 people, and runs manufactur- 
ing plants in Italy, Great Britain, 
Spain, Argentina, and Brazil. 

The size of the Underwood Board 
of Directors has been increased from 
Il to 15, with five executives from 
the Olivetti Co. included in the new 
board membership. 


Pitney-Bowes, Inc., Stamford, Conn., 
last month celebrated completion of 
an $8,500,000 expansion and modern- 
ization of its plant and national head- 
quarters in that city with two Open 


families, and another for community 


leaders, and out-of-town guests. 
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cleanest 
of all 


copying 
methods 


because’ 
machine 
USCS GF 
no «a. "i 
chemicals 


Only “Thermo-Fax" Copying Machines do so many 
Jobs...so quickly, so easily, for such low cost! 


Here’s the one copying machine that operates entirely by 
electricity —making it the cleanest, the simplest to use. No 
fussing with spilly chemicals. No time wasted making nega- 
tives before getting a copy. 

In just 4 seconds your ““Thermo-Fax’’ Copying Machine 
delivers a completely dry copy ready for immediate use. To 
learn how this fastest, simplest and cleanest of all copying 
methods can speed your work systems—including biliing, 
accounting, labeling and addressing—call your local dealer. 
Or mail the coupon. 


eeeeee [finnesora ]/ffininc ann ]ffanuracturinc company...... 
: ... WHERE RESEARCH IS THE KEY TO TOMORROW ° 


MINNESOTA MINING AND MANUFACTURING COMPANY . 


: e Dept. DBZ-119, St. Paul 6, Minnesota ~ 
/Thermo-Fax 


COPYING PRODUCTS Name 
Company 
- 
THE TERM “THERMO-FAX 1S Address . — . 
A REGISTERED TRL EMARK . 
OF MINNESOTA MINING AND 
MANUFACTURING COMPANY City Zone__ State —_—— 
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sin impression papers 


FRIIM—-PA.F 


ieienatnenn Papers now cut, 


I's a new twist in impression papers! It’s TRIM-PAK— 
the most complete line of impression papers ever 
offered in cut sizes. Now you can get finishes, colors 
and grades never before available. These are gen- 
une Champion papers in the most popular sizes, 
accurately trimmed, packaged, and ready to run on 
all types of duplicating equipment. 


TRIM-PAK keeps clean and handy in its own moisture- 
proof packages; order just the number you need. 


|CHAMPION PAPER SPECIALTIES, INC. 
Hamilton, Ohio—Subsidiary of The Champion Paper and Fibre Co. 


iene 
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packaged and ready to run! 


TRIM-PAK is ready to move smoothly and rapidly from 
your shelf, through your equipment and to your 
customers with a minimum of waste, a minimum of 
handling. Precision trimming on our new electronic 
trimmer means papers feed accurately, register 
better and stack easier. For better printability and 
greater readability, put your next job on TRIM-PAK. 

It's available now from your authorized TRIM-PAK 
merchant. For the complete TRIM-PAK story, fill out 
and mail the coupon below. 


ee 5 

I 

CHAMPION PAPER SPECIALTIES, INC. M-72 | 

HAMILTON, OHIO 

Please send samples of the new TRim-PAK line of | 

impression papers. 

Please have your representative call on me with the | 
complete TRIM-PAK story. 

| 
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WHITE-RODGERS COMPANY OF ST. LOUIS, 
mo. well-known manufacturer of au- 
tomatic controls for heating, refriger- 
ation, air-conditioning and appliances. 


ALL NECESSARY DATA !S CAPTURED into 
punched cards as an automatic by-product 
of posting the hard-copy accounting records. 


EDWIN W. KUHN, CHIEF ACCOUNT- 
ANT of White-Rodgers Company. 


“Our G@alional System with Card Punch Coupler 


saves us*4,800 a year... 


returns 50% annually on our investment.” 


“We feel that our National System is 
the fastest, most efficient system on the 
market today. With our National “31” 
and Card Punch Coupler, we are able 
to automatically process approximate- 
ly 2000 Voucher Checks and 6000 dis- 
tribution cards per month. 

“Our National System has helped us 
reduce costs in a number of ways. We 
have eliminated the need for a numer- 
ical copy of our vouchers since the ven- 
dor’s name is automatically punched 
on all cards. In addition, ali pertinent 
invoice data and the standard product 
cost is punched into these cards. This 
provides us with a Daily Voucher and 
Cash Disbursement Register plus a 
listing and totaling of accounts for 
purposes of budget comparison and re- 
porting. It also facilitates trial balance 


and general ledger work. The result is 
a reduction of form and filing costs, an 
automatic account analysis and a short- 
ening of the time required to reconcile 
bank statements. 

“We wholeheartedly recommend a 
National System to any manufacturing 
company. Our National System pro- 
vides us with accurate records and 
reports so essential to proper manage- 
ment. It saves us $4800 a year and 
returns 50% annually on our invest- 


ment.” 
a 


Chief Accountant, 
White-Rodgers Company 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES *« 75 YEARS OF HELPING BUSINESS SAVE MONEY 


Use Readers’ Inquiry Coupon on Page 98 


—White-Rodgers Company, 
St. Louis, Mo. 


Your business, too, can benefit from the 
time- and money-saving features of a 
National System. Nationals pay for 
themselves quickly 
through savings, then 
continue to return a 
regular yearly profit. 
National’s world-wide 
service organization 
will protect this profit. 


* TRADEMARK REG. U.S. PAT. OFF. 
Yruational™ 
VERSATILE DATA PROCESSING 


ADDING MACHINES + CASH REGISTERS 
ACCOUNTING MACHINES + NCR PAPER — 
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Memo 


A DIGEST OF RECENT EVENTS IN MANAGEMENT’S DOMAIN 


pIPPO SOOO OOO OOOOH SOOO SHO OOOO HOO OSHOOOSOHGOSOOHOOOHOOOOSHOHOSO OOOOH SHSOOSOSOOOOSOOOOOOOOSEOEOO 


Sputnik “launches” OEMI show 


The much-headlined sputnik did an about-face in late September—it did 
some launching of its own. In a unique and colorful preview ceremony 
on September 22, Sputnik III, Russia’s latest satellite, signaled the 
opening of OEMI’s Business Equipment Exposition at the National 
Guard Armory in Washington, D. C. The signal, received by the De- 
fense Department’s recently de-classified detection “fence,” turned on 
the lights in the Exposition’s theme center at the same time it was seen 
on a screen and heard by 2,128. Used with the “fence” was the De- 
fense Department’s newest satellite tracking globe (pictured at left), 
shown publicly for the first time at the exhibition. The globe is used by 
the U. S. Weapons Laboratory in Dahlgren, Va., to pinpoint the paths 
of Russian and American satellites in orbit. It’s being examined by 
Fortune Peter Ryan, executive vice president of Royal McBee Corp., and 
president of OEMI. Looking on, to his right, is Roy W. Johnson, director, 
Advanced Research Projects Agency, Department of Defense. The Ex- 
position, which ran officially from September 23-25, drew a crowd of 
26,118, according to Rudolph Lang, managing director of exhibits. 


First 304 installed in Ohio 


G. Carlton Hill (left) president of The Fifth Third Union Trust Co. of 
Cincinnati, signs the order for a million-dollar National Cash Register 
304 electronic data processing system, the first of its kind to be installed 
in the manufacturer’s home state, or its neighbors, Indiana and Kentucky. 
Looking on (left to right) are James M. Pendery, the bank’s vice presi- 
dent; Robert S. Oelman, NCR president, and Stanley C. Alleyn, NCR 
board chairman. 


TV expands “Big Board” 


That many-faceted medium, television, which for some time has pro- 
vided short-cut methods for many areas of office function, is in the news 
again. It has invaded the staid and sober world of ticker tapes and stock 
market quotations—and it has done it successfully. That’s the conclusion 
of Goodbody & Co., New York brokerage office which recently supple- 
mented its 72-foot electric stock quotation board with a network of 
strategically located closed-circuit television receivers. The receivers 
flash simultaneous pictures of New York and American Stock Exchange 
ticker tapes to customers, partners, and employees in all executive and 
sales areas. One of two receivers located in the partners’ room is shown 
in action at left. The new system, the firm reports, is providing faster, 
more efficient service for clients at its New York office and throughout 
its 41 branches across the country. 
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Pioneering since 1952— 


office management 


leads the field with its news and analysis of 


AUTOMATION IN THE OFFICE 


Since the appearance of the first discussion on the subject of 
Automation in the Office in the August issue of 1952, OFFICE 
MANAGEMENT has published articles on Automation on a 
regular basis to keep the office abreast of everything new on 


this modern technique. Here are some typical ones: 


MARCH 1959 

Machines can aid the decision-making 

process-within these strict limits 
—Raymond Dreyfack 

APRIL 1959 

Computers are key to programming en- 

tire businesses, La Pierre tells AMA 

MAY 1959 

How Pabst IDP system speeded orders- 

and helped to rout the skeptics 
—WMurray F. Hepple 

Automatic programming increases com- 

puters’ usefulness tremendously, AMA 

told 

JUNE 1959 

New programming approaches continue 

to simplify computer applications 
—Robert M. Smith 

“Total systems” approach to integrated 


data processing pays off for Seagram 
—Joseph C. Blunt 

JULY 1959 

Automation opens new horizons through 

new developments in first half of 1959 
—Robert M. Smith 

Automation will completely change of- 

fice growth, work patterns, NOMA hears 

AUGUST 1959 

Automatic programming-what does it of- 

fer, how does it work? 
—Robert M. Smith 

Computer centers across nation continue 

to widen services to small business 
—Gerald Cook 

SEPTEMBER 1959 

Automatic programming-what does it of- 

fer, how does it work? 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipment. Equipment presently 
in use in every modern office in America can be Pe | in one way or 
another to Automation. 
As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 


The Magazine for Management Executives—Since 1940 
212 Fifth Avenue New York 10, N. Y. 
A Geyer-McAllister Publication 
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STATEMENT REQUIRED BY THE 
ACT OF AUGUST 24, 1912, A§ 
AMENDED BY THE ACTS OF 
MARCH 3, 1933, AND JULY 2, 
1946 (Title 39, United States Code, 


Section 233) SHOWING THE OWN. ! 


ERSHIP, MANAGEMENT, AND 

CIRCULATION OF OFFICE MAN. 

AGEMENT, published monthly at 

New York 1, N. Y., for Oct. 1, 1959, 

1. The names and addresses of the 
publisher, editor, managing editor, and 
business managers are: 

Publisher, Andrew Geyer-McAllister, 
Inc., 212 Fifth Ave., New York 10, N. Y. 

Editor, Robert M. Smith, 212 Fifth 
Ave., New York 10, N. Y. 

Managing editor, none. 

Business manager, James E. Neary, Jr., 
212 Fifth Ave., New York 10, N. Y. 

2. The owner is: (If owned by a cor- 
poration, its name and address must be 
stated and also immediately thereunder 
the names and addresses of stockholders 
owning 1 percent or more of total 
amount of stock. If not owned by a 
corporation, the names and addresses of 
the individual owners must be given. If 
owned by a partnership or other un- 
incorporated firm, its name and address. 
as well as that of each individual mem- 
ber, must be given.) 

Andrew Geyer-McAllister, Inc., 212 
Fifth Ave., New York 10, N. Y. 

Mary A. Geyer, 114 E. 84th St., New 
York 28, N. Y. 

Donald McAllister, 212 Fifth Ave., 
New York 10, N. Y. 

Bernard E. Neary, 1521 Zuleta Ave., 
Coral Gables, Fla. 

James E. Neary, Jr., 22 Herbert Ave., 
White Plains, N. Y. 

3. The known bondholders, mortga- 
gees, and other security holders owning 
or holding 1 percent or more of total 
amount of bonds, mortgages, or other 
securities are: 

None. 

4. Paragraphs 2 and 3 include, in cases 
where the stockholder or security holder 
appears upon the books of the company 
as trustee or in any other fiduciary rela- 
tion, the name of the person or corpora- 
tion for whom such trustee is acting; also 
the statements in the two paragraphs 
show the affiant’s full knowledge and be- 
lief as to the circumstances and condi- 
tions under which stockholders and secur- 
ity holders who do not appear upon the 
books of the company as trustees, hold 
stock and securities in a capacity other 
than that of a bona fide owner. 

DONALD McALLISTER 

Sworn to and subscribed before me this 
Ist day of September, 1959. 

(Seal) 
ARTHUR M. SPENCE 

Notary Public, State of New York 

No. 60-3782650 
Qualified in Westchester County 
Commission Expires March 30, 1961 
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When you compare office copiers, 
one of the most important points 
to check is the quality of the 
copies each machine turns out 


Verifax copies, unlike others, are 
on familiar white bond-type paper, 
not on tissue-thin or glossy paper 
stock. 

They look and feel like a good 
letterhead—are as easy to handle, 
file, mail or write on. And theyre 
just as permanent, too! 

Verifax copies are the ones you 


Verifax Copying 
DOES MORE... COSTS LESS 


MISSES NOTHING 


Price shown is manufacturer's suggested price 
and is subject to change without notice. 
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Verifax 


Bantam 
Copiers 


*gg9°° 


each 


.... White, ary, easy to read’ / 


like best to read . . . are proud to 
send out! 


Outperforms any other copier 
you can name! 


A Kodak Verifax Copier does 
much more than give you the most 
usable copies at very low cost (5 
at a time for 2\4¢ each). 

It copies all types of writing, 
typing, drawing. It lets you make 


Verifax copies look and feel like letterheads 


fer data to printed office forms or 
card stock .. . make translucent 
masters for whiteprint machines. 
Even offset masters in 1 minute, 
with low-cost adapter. 

See how you can quickly save 
the cost of a Kodak Verifax Copier 
(models priced at $99.50 and up) 
in your department or office. Call 
your Verifax dealer, listed in the 
“Yellow Pages” under duplicating 


72-11 


oda 


TRADEMARK 


one- or two-sided copies . . . trans- or photocopy machines. 
eeeeeeeeeee se MAIL COUPON TODAY FOR BOOKLET JUST OFF PRESS se ee eeeeeee8 
. 

* EASTMAN KODAK COMPANY, Business Photo Methods Division 

° 343 State Street, Rochester 4, N. Y. 

* Gentlemen: Send new booklet “How Modern Office Copying 

e Adds Time Where It Counts.”” Also names of nearby dealers. 

2 Name. Position 

: Company 

* Street - 

. 

$ City Zone State 
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me @6=s verry office printing machine needs this 
Paper Selection Guide 


. 

ER, : : . 
3“, — Paper Selection Guide for 39°". 
* pice * . x Sith, 
oe” Hammermill Graphicopy Papers 2. 


Par 


The Hammermill Graphicopy” “Paper Selection Guide” can 
save your time and make your office machines run smoother. 
Hang a copy near each printing or duplicating machine. Then 
ee. next time you need paper, select the right kind from the list of 
pati as 200 items in 19 different lines. Call your Hammermill supplier 
‘ and simply order the paper you need by the number on the 
Graphicopy Guide. It’s the easiest way to order paper you've 
ever tried. Hammermill Paper Company, Erie, Pennsylvania. 
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Are these towers doomed by the split-level house, the mushrooming development? 
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““What we cannot afford 


to waste is time’’ 


CITIES, in spite of their slum clearance and civic re- 
habilitation projects are not doing enough to offset 
spreading urban blight. 


That is the conclusion reached by a Harvard study 
group, financed by the Ford and Rockefeller Founda- 
tions, which has made a three-year study of the New 
York metropolitan area. The group’s report, to be pub- 
lished by Harvard University Press as “Anatomy of a 
Metropolis”: while the daytime office population of the 
city is growing and gives every indication of continuing 
to grow, both industry, and middle income residential 
areas are steadily draining out of the city into its peri- 
pheral counties. Only slum areas and relatively high rent 
areas in the city show a population that is holding level, 
or gaining. 

By projection, it would seem that the same picture— 
that of a losing battle against urban blight—is true in 
most of the cities across the country. Certainly few cities 
have done more in the way of slum clearance, and cre- 
ation of middle income housing than New York. Thus, 
if New York is not doing enough to hold the line, the 
chances seem good that few other cities are doing much 
better. 
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The report points out that the two trends—the steady 
outflow of middle class families to housing on a con- 
stantly expanding periphery around the central city, and 
the simultaneous growth of offices within the heart of 
the city—are mutually contradictory. If left unchecked 
they must eventually lead to a situation where commuter 
transportation, already strained, becomes impossible. 
As that day approaches, offices in the core will be stead- 
ily drained of personnel, will find it harder and harder 
to get the staff they need. 

The report’s conclusion: if the central city is to sur- 
vive, much more vigorous efforts must be made by gov- 
ernment and business working in cooperation to offset 
the spread of slums, to create decent middle income 
housing, to hold the middle income groups. Anything 
but the most vigorous effort means the disintegration of 
the central urban community. As Amory H. Bradford, 
president of the New York Regional Plan Association, 
declared when presented with the report’s conclusion: 
“What we cannot afford to waste is time.” 
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ELECTRIC TYPEWRITER 
COMPARISON CHART 


that 


Smith 
Corona 


Brand 


Smith-Corona...the electric 
challenges comparison 


Brand 
B 


eg 


AUTOMATIC MARGINS 
(one-hand, one-step operation) 


Brand | Brand 
c D 
VY FASTEST PERFORMANCE! FINEST FEATURES! FIRST 


IN VALUE! Compare the Smith-Corona Electric Type- 


ON-OFF SIGNAL LIGHT 


writer with the rest, and you’ll see why it’s rated 


ERROR CONTROL 
(eases corrections, line justification) 


best! Call your nearest Smith-Corona representative 
for a demonstration, and see the Smith-Corona 


PAGE GAGE 
(accurately indicates bottom margin) 


Y Electric before you buy. 


KEYBOARD SLOPE 
(fits natural finger movement) 


CUSHIONED TOUCH 
(ends fingertip jar at stroke end) 


SMITH -CGRGNA 


WORLD'S FASTEST 
ELECTRIC TYPEWRITER 


SAIS STS 


Electric 
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OUR PRESENT INDUSTRIAL TROUBLES — 
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AND THE OFFICE 


Labor’s current last-ditch fight 
against changes in work rules 
may foreshadow new interest 
mn office unionzation— 


By ROBERT M. SMITH 


MONDAY, JULY 13: Steel Shutdown Begins at Mills: 
Union Rebuffed. Monday, October 26: Kaiser to Sign with 
Steel Union Ending Industry’s United Front; Major Pro- 
ducers Standing Firm. 

Headlines from The New York Times. And they chronicle 
the long, often bitter fight waged between labor and man- 
agement in the longest steel strike in 40 years. Beginning in 
summer, continuing well into fall, it shows few signs—at 
this time—of settlement before 1960. And its repercussions 
—the underlying issues behind it—could cast a long shad- 
ow within the nation’s offices. 

Fundamentally, this is not a strike caused by automation, 
or rather neither side has used that term to denote the actual 
cause of the struggle. But it seems very certain that it is ac- 
tually the implications of automation which have produced 
the present determination of both sides to fight this battle 
through to a finish. 

And, although all the issues are not entirely clear-cut, the 
basic dispute between labor and management may be the 
forerunner of many more such disputes—the natural ten- 
dency of organized labor to resist and retard any process of 
mechanization which seems to threaten the jobs of any 
sizable number of people. 

“Featherbedding” or “necessary work rules’—the term 
used depends on the viewpoint of the speaker—is the 
underlying issue of the strike which today poses such a 
threat to our economy that the Taft-Hartley Act has had to 
be invoked. The union position, basically, is that while 
management may make any improvements in work assign- 
ments in terms of future facilities that it wishes, it cannot 
change present work staffing requirements in existing facili- 
ties. Management, for its side, maintains as a condition of 
settlement that it be able to change present working rules in 
existing facilities—presumably to achieve desired output 
with less workers. 

The emotional tension created by this issue is apparent 
in the last-ditch positions taken by both management and 
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Strike focuses attention 


on fears caused by automation 


Taft-Hartley Act settled dockworkers’ strike quickly . . . 


the union—and the strike has focused attention on the 
personal fears implicit in the advances made in mechaniza- 
tion—fears that can affect office personnel, even if they are 
presently non-unionized, just as much as production-line 
workers. 


Indeed, the steel strike, having brought the issue into such 
prominence, could very well give major impetus to the labor 
unions’ old dream of invading the clerical work force. 
Unions, particularly if management is forced to give in on 
the work rules question, will represent to everyone alarmed 
about the possible effects of increasing mechanization on his 
job a protection against job loss. And, even if management 
should be able to put through insistence on the right to alter 
working rules as it sees fit, the unions’ potential appeal to 
all workers affected by the basic fear of displacement by 
machine—or even improved methods—would be increased. 


Long range effects 


Thus, the steel strike is liable to have effects which, while 
not as immediate as the production drop in industries de- 
pending on steel, will be far more significant in the long 
range picture. 


As this magazine reported in its January, 1959, issue, the 
labor unions are very much interested in office workers as a 
potential field of membership for one perfectly obvious 
reason: the relative proportion of clerical workers in the 
work force is increasing at a much faster rate than the 
number of production line workers. Actually, as a per- 
centage of the total work force, production line workers are 
rapidly losing ground. Thus, to successfully maintain their 
power and their influence, it is almost imperative that the 
unions invade the office field. 


To date, in spite of frequent announcements of organiz- 
ing intentions, very little has actually been accomplished. 
This has been due in part to the unions, which have pro- 
duced far more statements on what they plan to do than 
actions aimed at doing something; due in part to the tradi- 
tional indifference or antagonism of clerical workers to 
unionization. But now an issue—an issue which could just as 
well arise in an office as in a steel plant—has been created. 
It may be an issue that will not be long coming to a head. 


For the strike, with the particular battle lines it has 
drawn, may very well focus office staff attention on the 
relative advantages.and disadvantages—to the basic worker 
—of organization. 


The basic point at issue—the right or non-right of man- 
agement to change basic ways of doing things in order to 
gain greater efficiency and operating economy—has, ac- 
tually, a great deal more application within the average 
office than it does in the plant—any plant. Most manufac- 
turing lines have been far more efficient for years than even 
the best of offices. The fact that labor has called a halt, has 
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... but present challege to Act’s constitutionality could mean prolonged railroad strike 


frozen into contracts the right to maintain working rules as 
they once were rather than as they ideally (in terms of 
maximum efficiency) might be, simply underlines the fact 
that labor saw the “menace” to its members faster in the 
area where there was greatest danger than it did in the area 
where the danger once seemed remote. 


Unions need office workers 


But today labor, organized labor in terms of unions, not 
only wants clerical workers, it must have them to keep its 
political and economic strength. The nation is changing 
before our eyes from a land of farms and basic production 


to a country of administrative and service workers mush-. 


rooming from a minority base of production and agricul- 
tural workers. If the unions are not to be lost among other 
interest groups, they must recruit the workers who to- 
morrow will constitute the major salaried force of the 
country. 

And, the major issue posed in a strike that has dragged 
on so long that even the most somnolent cannot fail to 
know of it, gives them their golden chance. The issue: pre- 
cisely the one that most basic office workers worry about 
when they worry over their jobs: 

What happens to me if the “efficiency experts” come in? 
What do I do if the company buys a computer? 

Valid questions. 

Companies have dodged the issue, so far, by the easy 
technique of pointing out that all workers displaced by 
methods improvements within the company would be 
located somewhere else within the company. So far, so 


NOVEMBER 1959 


good. This has in most cases been done. But this doesn’t 
answer the really basic question: what happens to the people 
the company doesn’t hire as the regular force falls off by 
attrition or marriage or retirement? 


This isn’t a question most workers are apt to ask—yet. 
But with unions on the prowl for new recruits, in the only 
field where they can find the strength they need for vigorous 
survival, it’s a question that’s going to be asked sooner or 
later—asked with all the vigor and ingenuity that has so far 
carried the union viewpoint so much farther than the 
management viewpoint. 


Unions have been notoriously unsuccessful in the past in 
organizing clerical workers. But with every move toward 
standardization of work in the office, every step toward 
increased mechanization, the worker's basic resistance to 
unionization may be weakened. 

This will be particularly true because every move to 
gain greater efficiency in the office will carry overtones 
of the basic issue, and the epic struggle, involved in the 
steel strike. Nor is the steel strike the end. Already, the 
railroads—the completely unionized world where the term 
“featherbedding” was first created—are beginning negotia- 
tions in which the same battle lines over work rules have 
been drawn. 


Since the unions have won the opening round in the 
steel strike, first by obtaining a stay of the injunction 
issued under the Taft-Hartley Act, and then by cracking 
the united front of the steelmakers, they have a limited 
success on their side as of this writing. 


Such successes, even if they should prove to be tem- 
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Shortage of Supervisors predicted 


porary, are bound to attract the attention of employees 
everywhere, and go a long way toward wiping out, in non- 
management groups, the antagonism towards unions created 
by the McClellan Committee investigation of corruption in 
organized labor. 

Moreover, the determined stand—and successes to date— 
of the steelworkers will undoubtedly influence the railroad 
unions in their attitude towards management attempts to 
change the working rules that affect the rails so sharply. 
Thus, the chances of another long and well-publicized dis- 
pute are better than good. 


Timing critical for office 


The whole situation puts the office in a critical spot. For 
it is very certain that, whether or not a given company is in 
the market for an electronic computer, every company is 
going to be affected by the impact of automation on offices 
as a whole. The old, more or less informal ways of doing 
things, are ending in office after office across the country. 
They must. Work standardization, work measurement, 
tighter external controls on work methods will be the order 
of the day in the future for a number of reasons. The grow- 
ing emphasis on systems planning, forms control, elimina- 
tion of unnecessary paperwork, will call for a much more 
rigidly planned clerical processing line. The faster tempo 
being demanded of all offices will lead to the same result. 


So 


shone: 


Increasing mechanization, tighter controls, may mean greater receptivity to unions among office workers 


These factors alone will lead to a certain loss of the subtle 
distinctions that have always separated clerical workers 
from production workers and so made them less receptive 
to union organizing efforts. 

Another main influence will lead to the need for greater 
rigidity within the office working structure: the coming 
shortage of men and women in the 25-34 year old bracket, 
the precise age group which in terms of maturity and ex- 
perience would normally furnish the main source of new 
supervisors. But these are the “depression babies” — there 
will be fewer people in this age group in 1965 than there 
were in 1955. That means that supervisors will probably 
have to be given larger work groups to control, or else 
that offices will have to accept as group leaders persons who 
would normally not be promoted to the supervisory level. 
In either event, this is another factor which will force insti- 
tution of more formal and rigid controls at group working 
levels within the office. 

And in companies that are mechanizing clerical routines, 
the effect of these subtle changes in status and working 
conditions will be reinforced by economic worries, unless 
management handles its information program concerning 
the proposed changes with great care and skill. 

So what is management, reluctant to accept office unioni- 
zation, but compelled to take the very measures within the 
office that make oflice workers more receptive to it, to do? 

(To be continued) 
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Special Report on Tape-To-Card and Card-To-Tape Conversion 


NEW PLUG-IN ACCESSORY ECONOMICALLY ADAPTS CARD PUNCH 
FOR AUTOMATIC TAPE-T0-CARD AND CARD-TO-TAPE CONVERSION 
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Users Report Optimum Equipment 
Flexibility and Substantial Savings 

At last! A simple and practical solution to 
tape-to-card and card-to-tape conversion. Just 
connect a Systematics tape or card converter 
to your card punch equipment and you're 
ready to automatically produce either punched 
card or 5 to 8 channel punched tape. When 
the card punch is not being used for 
automatic conversion, it can be utilized for 
manual key punching. 


SYSTEMATICS, INC. 


Systematics converters are available now! In minimum time, 
without costly installation and delays, you can be ready to 
start card and tape conversion. The low purchase price of 
Systematics converters is quickly amortized...and you avoid 
additional rental encumbrances. 

Only Systematics offers you these efficient and economical 
conversion systems. Get the full details today by calling 
your local Systematics representative or writing to the address 
below. Information on other systems for automatic office 
operations available also on request. 


A Subsidiary of General Transistor Corp. 
10 East 40th Street + New York 16,N. Y. 


WORLD LEADER IN ELECTRONIC BUSINESS MACHINE INTERCOUPLERS 


Use Readers’ Inquiry Coupon on Page 98 
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“AUTOMATION 


FOR DEPENDABLE 
MEDIA DATA? 


YES and its name is... 


If the media executive had to ferret out per- 
sonally the detailed facts concerning quantity 
and quality of the circulation of each maga- 
zine offered to him for reaching and influ- 
encing a specific market he would be bogged 
down hopelessly with the sifting of figures, 
claims, and conjectures. It would leave him 
no time for his executive function of evalu- 
ating and making important decisions. Ad- 
vertising and selling would proceed at a 
snail's pace. 


In this era of accurate date processing, the 
media buyer, too, has his “AUTOMATION.” 
The ABC reports are the “Univac” of media 
data. Objective, unbiased, and wholly disin- 
terested — the non-profit Audit Bureau of 
Circulations processes the circulation facts 
of member publications so that media execu- 
tives have the facts at their finger tips, for 
evaluation and decision. 


When you flip the page of an ABC report, 
it’s like pressing a button on an “Automation” 
computer. For instance, take the three im- 
portant questions on the right. 


Office Management — since 1940 — the authority of the 
office field, parallels its dynamic growth. Office Manage- 
ment now offers a circulation of 31,500 management 
executives concerned with office administration — by far 
the largest ABC Paid circulation in this field. 
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e of the GEYER-McALLISTER PUBLICATIONS 


e. Publishers since 1877 
eee iy 212 Fifth Avenue 
MY New York 10, N. Y. 


‘breakdown of circulation | by 
WHAT MARKET vocation or business with 
DOES IT -quantity in all categories. Y 
COVER? nce exactly the | 


MVM aataIM& circulation. Businessmen 
will PAY for the publicat 

AND ? they need and want. ABC 7 
WANTED? ee ee i 


~ useful to the reader in his 
Pr anatd work. He proves it by re 


his subscription. The 
ITS READERS? renewal rate in the ABC — i 


_feport is the — fig 
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ers to a host of questions that will 
) you determine accurately ia 
lication’ cit ulation. © 
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Food for thought... 


Gerber Baby Foods speeds communications with field forces—saves $22,000 
annually in dictating and stenographic time—with the Edison Voicewriter 


“Our Edison Voicewriter dictation sys- 
tem has permanently overcome the prob- 
lem of communications between our 
home office and field organization,” 
states Mr. R. C. Hastings, Office Services 
Manager for Gerber Products Company 
of Fremont, Michigan . . . famed for fine 
baby foods. ““And amazingly enough,” 
adds Mr. Hastings, “we not only increased 
the output of our secretarial staff... but 
managed to save over $22,000 a year 
with Voicewriter on the job.” 


A Voicewriter tryout is easy—for any 
office, large or small! No need to 
start off with a large system. With the 
all-new Edison Voicewriter doubling as 
a dictating instrument and a secretarial 
transcriber, any executive can quickly 


clean up correspondence at his desk, at 
home, or on the road .. . have “new” 
time for other work. Cost? Only $18.15 
a month. 


Secretaries like the Voicewriter, 
too! Your voice comes through accu- 
rately, without interruptions, on the 
Voicewriter Diamond Disc. By getting 
correspondence out of the way faster, 
with less effort, your secretary will have 
more time for the interesting responsi- 
bilities of a real “Girl Friday.” 


You can rely on Edison! There's a 
Voicewriter system to meet the corre- 
spondence needs of every business and 
professional man. And every Voicewriter 
user benetits from Edison's 70 years of 
experience in office correspondence. 


There’s an 

EDISON product for every 
dictating and recording need 
... the individual Voicewriter, network 
systems using dial or Televoice phones, 
pocket-size battery-operated Midge- 
tape. For free demonstration, or litera- 
ture, write Dept. OM-11 below. 


Edison Voicewriter 


4 product of Thomas A. Edison Industries. McGraw-Edison Company, West Orange, N. J. tn Canada: 32 Front Street W., Toronto, Ontario 


NOVEMBER 1959 


Use Readers’ Inquiry Coupon on Page 98 


— " eee —_: —_ ‘JASE ae te pene Spey | OF Aba rae. "ia a 0 , 3 NaS Mi o Py .S a uate i ma es ie 
Fe a 
E ee = iis? 
f a 5 a 
| 7 | =e) lll 
a > ye i} ape 
~ z ; « oe 
we. y . wb - “ith 
“4 se : be oe 4 ’ . BS . Cd x ¢ 
- ae. ." ™” a * , + i iia | Zz ani _ *. 
**, iL i ; “a " ~ yi 5 a - 2 ; ’ 
: } Mi ‘ _ 7 So wi ™ a = > 
ret ag st / ~ Gis j Nd 
. ‘ hy } ‘ 2 . ~ " 3 
i cs — p= a a 4 hee: 
“¢an je «) - f ae. 
. ae oa. =¥ Recs: =, 
. =- an re 
% _* Pe 3 t.2 e x ’ 3 
a ua ~ 7A a . é ‘ F wr) J \ “3 miry 
<a e } anes * re, . — re 
oy a , j it - aa alle 
ae i ¥ ‘4 , — M 
, “>. ) — oe. on ——— i Soll 
3 ™ bas — A a2 - i i | Ba: 
) “ i Ay | -— = 
— - ae 
My . | \ . fn sae i ae 
; . ue Md Res % ae 
: e ~ ba > : " | ae Te <gd 
2 ¢ . »~. a 
i % ' _ 
: m =. 
| "Se 
| 3 i 
af ee a 
; ey. | ea 
, | = * 
i a ‘. \ ee : 
St S y @ 4} ' es 
, i. “- 
= , ‘ -_. 
rw . 
+ x 
I : é 
p | \ ; ‘ 
ee FR *° 
UN a 
am 
oe 
eC Re 
Bee 
| ¥e 
sae ieee a ie fe eg isk £ : > ee nn ve a ie if re : ¥ ey | i 7” a al a "oe ri x | j ; 
oe SOse re # i le ay = 3 & sig J 7 , : es ee ‘1 {oF aa " ‘ies a erikg ; a am 4 ae Re “ 4 a coy i 4 
Mein a all oe . oe NS ae | aa lUlUlUlC(<é‘<‘za LS Or 


Machine being used: Photorapid Electra 


with Dhotoraptal. 
MAGI-PLATE, 
A 


CHECK THE AMAZING ADVANTAGES OF MAGI-PLATE! 


e No experience necessary. Anyone can learn to make perfect plates 
in a few minutes. 


¢ No expensive equipment or supplies! Use MAGI-PLATE with your present 
photocopy equipment and a simple low-cost accessory. 


e Direct photocopy images of anything the eye can see... from halftones, 
solid images and colors! Makes sharp—or clean solid photographic lines! 


e 75° less plate mortality before printing! 
e Up to 40.000 copies! 


@ Cleanest plate-making process ever developed! Nothing to stain 
fingers or clothing! 


FREE TRIAL in your office or plant. 


Call, wire or mail coupon to your nearest Photorapid Division office. 


DEALER INQUIRIES INVITED 
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| Coming Events 


AMA Seminar: “The Chief Execu- 
tive’s Job in the Smaller Company,” 
New York, November 2-4. 


Sponsor: American Management As- 
sociation. 
Place: Astor Hotel. 


AMA Seminar: Developing and Ap- 
plying Work Measurement and Stan- 
dards in Administrative Operations, 
New York, November 9-13. 


Sponsor: American Management As- 
sociation. 
Place: Astor Hotel. 


AMA Seminar: Methods of Audit- 
ing and Improving the Efficiency of 
Salesmen’s Activities. New York, Nov- 
ember 4-6. 

Sponsor: American Management As- 
sociation. 
Place: Astor Hotel. 


AMA Seminar: Effective Methods 
of Teaching Salesmanship to Sales- 
men. New York, November 16-18. 
Sponsor: American Management As- 
sociation. 

Place: Astor Hotel 


ARMI Ninth Annual Winter Con- 
vention. Chicago, January 5-10. 
Sponsor: American Rack Merchandis- 
ers Institute. 

Place: Sheraton Hotel. 


NAMA 1959 Convention-Exhibit 
of Automatic Merchandising. Chicago, 
October 31-November 3. 

Sponsor: National Automatic Mer- 
chandising Association. 
Place: Conrad Hilton Hotel. 


NOMA third Bi-annual Business 
Seminar and Office Equipment show. 
Minneapolis, Minn., November 9-11. 
Sponsor: National Office Management 
Association, Twin Cities Chapter. 
Place: Leamington Hotel. 


RSPA Seminar: Methods Improve- 
ment and Suggestion Plans. Chicago, 
November 11-12. 

Sponsor: Railway Systems and Pro- 
cedures Association. 
Place: Morrison Hotel. 


RSPA Seminar: Forms Design and 
Control. Chicago, November 18-19. 
Sponsor: Railway Systems and Pro- 
cedures Association. 

Place: Morrison Hotel. 


Special Industrial Designers Meet- 
ing of Management Executives. New 
York. November 12-13. 

Sponsor: American Society of Indus- 
trial Designers. 


Place: Statler Hilton Hotel. 
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Roytype carbon sets 
are available with 


LETTERHEAD 


(or you can order 
them imprinted 


NOW 


YOUR 


with the word 
“copy” ) 


Roytype’s handy carbon sets have gotten handsomer. 


Now you can order them imprinted with your 
own letterhead, with the word “copy,” or with a 
special design for a special occasion. 


Choice of colors, too. Standard rates for black or 
red, slight additional charge for others. 


Available in a variety of sizes to suit your needs, 


ma 


did you know... 


that Roytype makes over 1,000 different 
kinds of typewriter and tabulator ribbons? 
To be sure you're using the right one for the 
kind of work you do, talk it over with the 
Roytype Representative who calls on you. 
He’s studied all office jobs thoroughly. His 
knowledge can be a big help to you. Use it! 


uw: | 
“THE BEST MAN TO DO BUSINESS WITH IS 
THE MAN WHO KNOWS HIS BUSINESS” 


NOVEMBER 1959 


Marginally ruled legal sets (in red) available, too. Call 
your nearby Roytype Representative for further 
details. 


ROYTYPE’ 


Products of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters. 


carbon papers, ribbons, quality 
supplies for all business machines 


eeeeeeeeee eee eee eee ee eeeeeeeeeeeeeeeeeeeeeeee 


MAIL THIS COUPON WITH YOUR LETTERHEAD 


S MR, ROY TYPE, c/o Royal McBee Corporation, 
. Department O, Port Chester, New York 


© Send me FREE sample of a Roytype Carbon Set. 


0 Say, what’s this about Roytype Creamee, a hand lotion for 
office use? Please send information about it. 


Your Name 


* 
° Firm Name 
. 


Street Address 


Zone 


City 
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CHECKING MACHINE USE— SCIENTIFICALLY 


Direct observations of machine usage—at random intervals and in 
alternating sequence—can furnish a reliable guide to need 


By DONALD W. De VOSS 


Management Engineer 
U. S. Marine Corps Supply Center 
Barstow, California 


IN MAKING management decisions 
the responsible executive must clearly 
differentiate in his thinking between 
facts and opinions. Since the execu- 
tive is human, he will have opinions 
which may not be fully supported by 
facts. Therefore, the process of dif- 
ferentiating between the two is never 
easy. However, the success with which 
he does this determines to a consider- 
able degree the reliability and validity 
of day to day decisions. Obviously, no 
single person can know all of the 
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facts relevant to a complicated indus- 
trial type of organization. Conse- 
quently, it is necessary for the top 
executive to maintain a corps of staff 
assistants to uncover and develop the 
facts, and to present them in an 
orderly manner for consideration as 
a basis for making top management 
decisions. 

However, the staff assistant has the 
same basic problem as the executive, 
the main difference being that he 
makes solving it a full time job. In 
regard to office machine utilization, 
experience has proven that, should a 
typist be asked how much she uses 
her typewriter, she is apt to demurely 
throw up her hands and reply, “All 
the time.” The fact that her main bus- 


iness is supposed to be typing and that 
she may suspect the questioner of 
having an ulterior motive such as 
taking away her machine, and possibly 
her job, undoubtedly influences her 
answer. However, such generally un- 
reliable interviewing techniques are 
continually used to conduct office ma- 
chine surveys. Such survey methods 
are generally a very poor basis on 
which to decide to purchase more 
equipment. 

A much more reliable method of 
determining office equipment usage 
and needs is application of a technique 
known as Work Sampling or Time- 
Ratio Delay. This technique consists 
of taking a large number of direct 
observations of the particular office 
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machine in question using random 
sampling. This method of analysis has 
jong been applied to the utilization of 
shop machines, and the method is name . rRosect 

equally appropriate for office machine or" & RP at - 
analysis. In their book, “Work Sam- wo. 7 2? OLA. fs 

pling,” Heiland and Richardson make no pomingree F 
the following statement: “Work sam- | pie 4 Po ouneany 
pling can be used in an office for the : ap pe 
quantitative analysis, in terms of time, eatine acres CLAN. See — — 
of the activity of people, equipment, é , 

or any other observable state or con- l lL / Of i 
dition.” 


Sampling technique standard 


RATIO DELAY OBSERVATION RECORD 
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The basic premise of this technique — 
is the same as in the sampling meth- ; 
ods used by the Gallup poll for opin- 
ion surveys, by the Department of 
Agriculture to determine crop dis- 
tribution, and by industrial engineers 
to determine equitable allowances for 
various delays in work processes. The 
validity of the work sampling results 
achieved is determined largely by the 
size of the sample and the randomness 
of the sampling. Randomness is most 
easily obtained by use of a table of 
random numbers to determine the 
route sequence, starting point, and the 
time of commencing sampling within 
each 20 minute period. Routes con- 
sisting of a number of machines so 
located that they could be sampled in ‘ - ! 
20 minutes should be established for 
each observer. To facilitate random- 
ness, routes can be run in a forward, 
reverse, and mixed manner with the 
only constant factor being that all ma- 
chines be sampled during the 20 min- 
ute period. RATIO DELAY SUMMARY 

In determining the validity of the 
survey results, several factors must be 
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Basic records used in machine usage sampling. Daily 
observations of each machine are recorded and... 
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considered. The results of a Work Siersie twas! s ale Ss ror, | an cx | 
Sampling Survey of office machines ° || Bal FAFA KA 4 7. 4, 42,4244 roti” Fama | 
conducted at Marine Corps Supply } \g ios 
Center, Barstow, Calif., showed that, — | Ds | anne 
on the average, the calculators and Z2u/9i a2) | | | ox ee 
typewriters of suspected low usage , 2ise 4 piel 
were in use about one hour per day. pe er ff Rose 
Thus, the reverse is true, that they 41 7) aie) $+} 
were not in use during 90 per cent of SN2L12A\ - is 2s 
that an eight hour day. Reference to charts 4S a 
r of in Ralph M. Barnes’ book “Work +--+ ++ camcunem ae | 
1 as Sampling,” indicates that with an aver- PA ees ck 
sibly age element occurrence of 90 per cent i 
her being sampled by 175 observations, an ae i? a —— 
un- answer correct to within + or — 5 per +—_— — 
are cent precision is obtained. This error APs fe 
ma- of 5 per cent could be reduced to 1 | ‘a 1% iat Fa oa = 
hods per cent if 4,000 samples of each ma- a) See WN TE A ee Be 
; on chine were taken, but such a proce- | Ai ae | 
nore dure is much too expensive to consider | | w) T 
in the case of office machines. Accept- t pt —— —— 
1 of ing a 5 per cent error, small errors of i | - 7 - ———E 
sage 5 minutes’ usage per day would be <a 
ique expected on about one-half the ma- a ee ——}— t —ho ae 
ime- chines studied, but the existence of a = Ps oe ee | 
sists such minor errors could not be suf- | | 
irect ficient to invalidate the survey results. 
ffice Obviously, the use of a method . . . posted to overall summary charts for period 
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When all observations have been completed and recorded, results can be charted 
for each machine surveyed during period in form of ordinary bar graph 


One person can cover 40 machines 


which permits the degree of error to 
be accurately determined is infinitely 
superior to “estimates” and opinions 
which are frequently found to be 


100 per cent or more in error. 


Normally, whether a typewriter is 
used 15 or 20 minutes a day is of 
insignificant importance. The fact that 
the machine has this minor usage is 
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the impertant fact. If the machine is 
in a room with, say, eight other simi- 
lar typewriters none of which are in 
use more than half the time, there is 
no reasonable doubt but that this par- 
ticular machine can be eliminated. 

The steps in setting up a Work 
Sampling study are basically as 
follows: 

1. Determine the objectives and 
limitations of the study i.e., are you 


interested only in machine usage, or . 


are you also interested in personnel 
utilization? The procedures in the 
latter case are quite different. 

2. Determine the conditions you 
wish to measure such as machine idle 
—covered or uncovered; machine used 
—-stencils, correspondence, forms, etc. 
List each condition as an element and 
assign an identifying code number. 


3. Determine the degree of reliabil- 
ity which is acceptable. The smaller 
the percentage of possible error which 
is acceptable, the more samples you 
will have to take. 

4. Develop a Sampling Plan by de- 
termining the number of machines 
you wish to sample and segregating 
them into groups of 30 to 40 ma- 
chines, depending upon the distance 
they are physically separated. Each 
group will be assigned to one em- 
ployee, and he should be able to cover 
the entire group in less than 20 
minutes. In a small office from ten to 
40 machines can be covered by one 
individual. 

The study should be planned to ob- 
tain a minimum of 200 observations 
on each machine, and depending upon 
the number of samples obtained daily, 
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it may extend from 10 to 20 working 
days. If 20 observations are obtained 
each day on each machine, 10 work- 
ing days would provide the minimum 
200 observations. 

5. Develop a sampling time sched- 
ule based on a table of random num- 
bers. Such tables are found in most 
statistics books. Use two digits to des- 
ignate the minute at which sampling 
js started within each twenty minute 
sampling period. This interjects 
enough randomness, provided the 
starting point is frequently changed 
without a pattern. 

6. The persons conducting the sam- 
pling must be indoctrinated on the 
importance of randomness, the impor- 
tance of complete objectivity, and the 
importance of noting the condition of 
a machine at the instant of first sight. 
The survey personnel should be cau- 
tioned not to indicate criticism of the 
machine operators, and not to permit 
themselves to become subject to pres- 
sure. Frequently it is found advan- 
tageous to use people from another 
department as analysts to avoid the 
interjection of personal feelings. Work 


| Sampling can also be conducted by the 


office supervisor and in some cases 


=*, this is advantageous since the super- 
' visor can take corrective action more 
=| easily than an outsider. 


7. The final step is to analyze the 
mass of paper generated in the study 
in the form of daily observation rec- 
ords, and to total the results of these 
daily records to determine the final 
results of the Work Sampling Study. 
An ordinary bar chart is one means 
of indicating the average usage data 
for each machine. 


Recommendations for action 


After the study has been completed 
and the facts have been organized for 
presentation, recommendations should 
be formulated to indicate the most 
appropriate actions to take based on 
the facts. 

There will be valid considerations 
affecting the operations of an office 
which must be presented in addition 
to the usage data developed. For ex- 
ample, a calculator will add, subtract, 
multiply and divide, while an adding 
machine will only add and subtract. 
But the latter provides a tape for 
proofreading. If both machines are on 
an accounting clerk’s desk and usage 
is minor, but a valid need can be 
shown for multiplication and division, 
it may be ill-considered to take away 
the calculator. However, if another 
calculator is on the next desk with 
minor usage, elimination of the first 
calculator may be a reasonable pro- 
posal. 

Similarly, if an office is physically 
isolated but a secretary is required, it 
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may be poor economy to consider re- 
moval of a typewriter even though 
use is minor. The typing done by the 
secretary would be lost, and the pro- 
ductive manhours thus lost are worth 
more than the machine in most cases. 
Therefore, removal of machines must 
be considered in relation to the much 
more valuable manhours they may 
save. The areas for the greatest saving 
are usually crowded offices where ac- 
tivity is evident, but where machine 
activity is not necessarily great. 
Frequently, desks are found in such 
offices with two or three machines 
actually obstructing the work area and 
none of them being used enough to 
pay for its maintenance. In nearly 
every such case, a similar machine 
which can meet the needs of four to 
six clerks is located a half dozen 
paces away. Placing such machines on 
small castored tables provides for 
greater flexibility in their usage. 


¥ 
‘ 
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The results of the Work Sampling 
study of office machines at Marine 
Corps Supply Center, Barstow, were 
as follows: 

1. Forty (40) manual typewriters 
and thirty-three (33) calculators and 
adding machines were removed from 
office areas for disposition. 

2. This resulted in a savings of 
$2,310 per year in equipment con- 
tract maintenance cost. 

3. There existed no requirement to 
support the purchase of 169 electrical 
typewriters. Such a purchase had been 
indicated by a survey based on inter- 
viewing techniques. 

The savings in maintenance cost 
alone was greater than the cost of the 
survey. In addition, heavy—and un- 
necessary—expenditure in the  pur- 
chase of new machines might have 
occurred if the Work Sampling Survey 
had not been conducted. 

Thus, it is evident that substantial 
savings can be achieved if an objective 
measuring tool is used. Work sampling 
is such a tool, and is not difficult for 
the average person with college level 
ability to apply without special train- 
ing. A study of the right books in this 
area would be of definite value, and of 
available books, “Work Sampling” by 
Ralph Barnes is one of the best. All 
that is needed is a little perseverence. 
You may be surprised at the results. 


Rules of successful sampling 


= 
. 


Samplings must be completely random. 


2. Samplings must be completely objective. Sometimes it’s best 
to use people from other departments as analysts to avoid 
any personal friction between co-workers. Alternatively, 


supervisors may be used. 


3. Analysts must be impressed with importance of noting ma- 
chine condition at first observation. 


4. Daily records must be complete and accurate to make final 


summaries reliable. 
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Let us buy you your first box of 
Kimwipes 


DISPOSABLE WIPERS 


Try Kimwipes at our expense! See for yourself how many 
office clean-up jobs they do! See how they outperform 
cloths! Send coupon below for FREE samples! 

Smart office managers specify Kimwipes disposable 
wipers because they’re economical. And you'll find they 
clean better, clean faster. They also wipe out laundry 
bills, rag collecting and pilferage. And Kimwipes are always 


By the makers of KLEENEX® tissues... 


KIMBERLY-CLARK CORPORATION | 


NEENAH, WISCONSIN 


handy in pop-up cartons or wall dispensers. 

Use Kimwipes for the care and maintenance of all office 
machinery, especially printing and duplicating equipment. 
Kimwipes can be used with all solvents including water, 
for cleaning multiliths, mimeographs, Ditto machines and 
the like. Try them, too, for dusting, furniture polishing 
and general office housekeeping. 


Kimberly-Clark Corporation, Dept. OM-119, Neenah, Wisconsin 
[] Please send me my FREE box of Kimwipes disposable wipers. 


[) I would like to see a Comparison Demonstration. 
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3 The standard card-sized check ap- 
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PERIODIC REVIEWS PAY OFF 


Even simplest routines respond to the fresh approach, Institute finds 


By EMORY F. BATOR 
Assistant Treasurer 
Stanford Research Institute 
Menlo Park, California 


A SIMPLIFYING paper work often de- 
pends upon a firm’s ability to recog- 
nize inefficiencies in some of its most 
routine office procedures. 

Changing conditions and equipment 
often make possible savings which are 
discovered only if basic systems are 
‘reviewed periodically. Writing ac- 
counts payable checks and reconciling 
checks at the end of the month, for 
example, are routine to almost any 
business operation. 

Yet, at Stanford Research Institute, 
we have almost cut in half the time 
required to sort cancelled checks and 
reconcile bank statements. We have 
accomplished this by paying invoices 
with a pre-punched IBM check set 
combining the check, remittance state- 
ment and file copy for one-time typing. 

Involved is an average of 2,500 
checks a month. They are written to 
cover invoices which are “banked” for 
lump payment at the end of the month 
or as necessary to take advantage of 
vendor discount policies. 

The card set was designed to en- 
able us to combine a manual check- 
writing operation with a machine ac- 
counting system of reconciliation. We 
reap the benefits of machine sorting 
and machine list-out of outstanding 
checks without undue card punching 
expense. 

The system was developed, with the 
help of IBM, specifically to serve the 
needs of the Institute. But it would 
be adaptable by firms having a similar 
check volume and a machine account- 
ing section. 

Purchase of pre-punched checks has 
completely eliminated one card punch- 
ing operation in our system. 


1. Typist writes customer’s name, ad- 
dress, the check amount, and the date on 
an IBM card. Then— 
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cROckER-ANS 


3. Once itemization is completed, the 
typist takes card set from typewriter and 
separates the bottom file copy by simply 
pulling on bottom stub... 


4. Giving Institute complete record of 
all invoices received from and remit- 
tances made to, any given vendor. 
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Small time gains can save thousands 


2. She rolls form up and itemizes on remittance 
statement stub the specific invoice numbers for 
which the check represents payment. Also entered 
on this form is voucher number for each invoice, 
gross amount, discount, and net amount... 


pears as the first form in the set. Be- 


hind it is the remittance statement | 


with blanks for invoice and voucher 
itemization visible below the overlap- 
ping check. An interleaved carbon 
sheet behind this form transfers to a 
third copy the complete payment rec- 
ord. The latter is a record copy, filed 


alphabetically by vendor when pay- ' 


ment is made. 

Here is how the system operates: 

Invoices for each company are held 
until the end of the month, or in 
accord with discount schedules. At the 
time payment is ordered, a_ typist 
simply places one of our check card 
sets into an IBM electric typewriter. 
The check form appears first on the 
platen. The typist writes the name and 
address of the payee. She enters the 
date and amount on the check. 

Then, without having to change 
the margin setting, she advances the 
form forward until the itemization 
section is in place on the platen. This 
section is divided with columns for 
our voucher, the vendor's invoice 
number, gross amount, discount, and 
net amount. The typist enters this in- 
formation for each separate invoice 
being paid by the check she has just 
written. 

When all invoices from this particu- 
lar vendor have been listed in this 
manner, she rolls the form from the 
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5. Cancelled checks are sorted by number when they come in from the bank and merged 
with net amount cards. The merged cards are then fed into accounting machine which 
checks off each paid check and lists out in neat, printed form the outstanding checks 
which have not yet been cancelled, both individually and by batch total. 


machine and separates the third copy 
and the carbon sheet simply by pulling 
on a half-inch stub provided at the 
bottom. This leaves the check and re- 
mittance statement form ready for 
folding and stuffing in a window en- 
velope for mailing. The remittance 
statement form is perforated to make 
folding easy. 

Before the checks are mailed, IBM 
punch card operators make net 
amount cards, punching in check num- 
ber, invoice numbers paid, and net 
amount. 

When bank statements are received, 
we first “tick off” the checks in the 
order presented by the bank to verify 
the banker’s arithmetic. Then we sort 
the checks down by number on an 
IBM sorter. We match these against 
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the net payment cards by number on 
a collator. 


Machine ‘“‘reads’’ data 


The merged deck of cards then is 
fed into our accounting machine. This 
machine “reads” the information on 
the card, determines which checks 
have been cancelled, and lists out both 
individually and in total the outstand- 
ing checks which have not yet been 
cancelled. It also lists a batch total 
for the cancelled checks. 

Previously, we had essentially the 
same system except that standard 
checks were used. When the checks 
came in, it was necessary to punch 
cancelled check information into a 
separate deck of cards to match 
against the net payment cards in file. 


By using a pre-punched IBM check 
we were able to eliminate the hand 
sorting which saves several labor hours 
semi-monthly. 

What we have achieved, then, is 
better control, faster reconciliation, 
and a time saving of almost 50 per 
cent. 

The system is simple and serves a 
definite need in our own operation. 
We think it would be practical in al- 
most any accounts payable operation 
where complete mechanization is not 
feasible, but where the volume is too 
great for efficient manual processing. 

It is only good business practice to 
make every operation as efficient as 
possible. Even small savings in time 
can save thousands of dollars on a 
cumulative basis in most companies. 
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e Mail opened and on the desk when 
the office opens—enables your sales- 
men to get away from the office earlier, 
speeds selling and saves time for many 
departments. Get a PB MailOpener. 


e The MailOpener is far faster, neater 
and more efficient than opening mail 
by hand—safely trims a hairline edge 
off envelopes without cutting their 
contents. Isn’t fazed by any size or 
weight envelope. Three models, electric 
or hand. 


© Get a free demonstration in your office. 
Ask the nearest Pitney-Bowes office 
—without obligation. Or send for free 
illustrated booklet. 


= PITNEY-BOWES 
MAILOPENER: 


“= Pirney-Bowes, Inc. 
2954 Walnut Street, Stamford, Conn. 


«+. originator of the postage meter... 
offices in 121 cities in U. S. and Canada. 


FREE: Send for handy desk or wall chart 
of new postal rates, with parcel post 
map and zone finder. 


a; 
SIMPLE 


ACCURATE 
PRODUCTIVE 


The FIRST Major 
Development in 
Key-Drive Calculators 
in More Thana 
Generation! 


IT'S THE All New 


PLUS-0-MATIC 
ADDING CALCULATOR WITH 


THE EXCLUSIVE 


FASTER / because it eliminates thousands of 
tiresome key depressions. 

SIMPLER / because its minimal controls make 
operation easy for everyone. ; 
MORE ACCURATE / because multipliers are 
displayed in the MAGIC MULTIPLIER dial. 
MORE PRODUCTIVE / because subtraction Yy 
and accumulation are automatic. 

No machine adds faster. { 
Ask for a demonstration and you'll agree 


it’s “The One Calculator for All Office 
Figure Work.” 


PLUS Computing Machines Division 
CONTROL SYSTEMS, INC. 


5 Beekman Street, New York 38, N.Y. © REctor 2-0045 
Representatives in Principal Cities 


Use Readers’ Inquiry Coupon on Page 98 
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AF to keep tabs on 
scientists with CATE 


The Air Force will soon be able 
to screen, in a day or less, the aptitudes 
and specialties of 15,000 scientists, 
selecting those best qualified for any 
given assignment, thanks to electronic 
data processing, Lt. Col. James 0. 
Vann, Air Research and Development 
Command, announced recently at a 
conference on information retrieval 
held by International Business Ma- 
chines Corp., in Poughkeepsie, N. Y. 

Such selective screening would take 
several months under conventional 
methods, Col. Vann declared. 

Principal objective of the new pro- 
gram is identification and location of 
the scientists and engineers among 
9,000 prime contractors and additional 
thousands of sub-contractors who are 
best qualified to answer urgent techn- 
cal questions, which are, in turn, the 
key to management decisions. 

The new system, known as CATE 
(Current ARDC Technical Efforts) 
was one of a number of major break- 
throughs described before more than 
30 specialists in information retrieval 
who attended the conference. 


Brainpower tapped 


“Information retrieval” is defined by 
its specialists as “a new field con- 
cerned with gaining immediate access 
to every pertinent fact on any subject 
which is the target of a research pro- 
gram.” Generally, it is accomplished 
by searching large document files. Ac- 
cording to IBM spokesmen, CATE 
goes a step further by “actually tap- 
ping the brainpower of the chief sci- 
entists and engineers who head the 
15,000 individual projects comprising 
the total Air Force research and de- 
velopment effort.” 

CATE, which is built around the 
capacities of the IBM universal card 
scanner, a special purpose machine 
installed at ARDC headquarters in 
Washington, will maintain a continu- 
ally updated punched card file on 
every scientist currently or formerly 
in charge of an Air Force Research 
project. Whenever a major technical 
problem arises, the names and present 
addresses or affiliations of the scientists 
whose knowledge of the problem area 
seems most valuable can be automati- 
cally selected by the scanner. The ma- 
chine singles out the scientists by 
scanning a name card deck for the 
key words that define the question, 
and therefore, indicate the necessary 
professional qualifications of the peo- 
ple best equipped to answer it. A key 
word vocabulary of several thousand 
technical terms has been devised by 
ARDS to cover its entire range of 
research and development efforts. 
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The question of information re- 
trieval according to IBM, has become 
increasingly urgent over the past years, 
especially in technical circles where 
great amounts of essential data are 
accumulating at a tremendous rate. 
Scientists and engineers are finding it 
virtually impossible to uncover and 
assemble from a continually growing 
mountain of records, the known facts 
bearing on their work. This, IBM says, 
has led to duplication of effort and a 
waste of manhours and brainpower, 
thus retarding progress on the eco- 


| nomic, industrial, and scientific fronts. 


The Poughkeepsie conference, which 
drew representatives of leading busi- 
ness and industrial firms, government 
agencies, and research organizations, 
reflected the strong need for the use 


of advanced electronic data processing 


methods in this field, participants de- 
clared. Congress and the President 
have taken note of the problem by 
directing the National Science Foun- 
dation to coordinate the various scien- 
tific information activities within the 
Federal Government. The National 
Science Foundation has also estab- 
lished an information service for all 
non-government organizations inter- 
ested in information retrieval. 


Incentive awards urged 

Individual desire for “recognition 
by peers” extends to all employee and 
executive levels, Charles F. Mullaly, 
deputy director of civilian personnel, 
Department of the Army, told gov- 
ernment and private officials attend- 
ing the first workshop conference con- 
ducted by the two-year-old Federal 
Incentive Awards Association, at Gov- 
ernors Island, N. Y. 


He cited a recent case where the 
government managed to provide such 
recognition to a group of scientists 
working on secret projects. Since the 
scientists were prevented by security 
regulations from publishing their find- 
ings, they were invited to submit pa- 
pers to a _ technical panel which 
screened and selected from several 
hundred entries a dozen papers which 
were read aloud at a closed conference 
of the scientists. Writers of the se- 
lected papers were awarded citations. 


| Another speaker, John Roth, director 


of the Federal Incentive Awards Pro- 
gram, U. C. Civil Service Commis- 
sion, Washington, urged that incen- 
tive awards be made a “part of the 
day-to-day responsibility of manage- 


\ ment supervision.” 


The Federal Incentive Awards As- 
sociation is currently seeking Con- 
to make cash 
awards for adopted suggestions sub- 
mitted by military personnel. 
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Take a copy from microfilm in seconds 
... with THERMO-FAX “Filmac” Reader-Printers 


Now micro-records are as practical and easy to use as original documents! 
With the THERMO-FAX “‘Filmac 100”’ Reader-Printer—the machine that’s 
both a superior reader and an amazing printer—you get a work-size error- 
free copy from microfilm in seconds. You eliminate costly, time-consuming 
transcribing sessions and possible errors. 

And, large prints up to 18” x 24” can be made by the new THERMO- 
FAX “Filmac 200” Reader-Printer. Both machines are priced realistically, 
making them easily available to businesses of any size. 

To learn how THERMO-FAX “Filmac’”’ Reader-Printers can bring life 
to your microfilm files call your local dealer. Or simply mail the coupon. 


.-» innesora J)ffinine ano ]Yfanuracrurine company --- 
... WHERE RESEARCH IS THE KEY TO TOMORROW 


, _— MINNESOTA MINING AND MANUFACTURING COMPANY 4 
& Ss Dept. FBD-119, St. Paul 6, Minnesota . 

: jncieie &  S ; 
READER-PRINTER — . 

= — ' Name__ ‘ a * 
Sa” 
THE TERM “THERMO-FAX™ 1S Address —_——— : e 

A REGISTERED TRADEMARK ° 

OF MINNESOTA MINING AND e 
MANUFACTURING COMPANY City __ Zone____ State . 
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“STENO-SHEET’’ the most economical, ver- 
satile, and efficient magnetic dictating medium 
ever made! Fold it...bend it...mail it... file it 
...use it over and over and over! A small, 
thin, miraculous sheet of ultra-modern 

} magnetic tracked foil is revolutionizing 
the dictating methods of American business. Known as the 
“STENO-SHEET,” it brings such a tremendous improvement 
over dictating belts, cylinders, discs, that a completely new 
kind of dictating machine has been invented to bring business- 
men the full enjoyment of its unprecedented benefits... 


1, Economy: Designed for handling large volume correspond- 
ence. Can be used economically for a single letter and then 
passed along by itself for separate typing, mailing or filing. 


Easiest mailing and filing: Fits in a regular #10 envelope; 
no other protection required when going through the mails. 
Even bending and folding can’t harm it. Dictation from 
branch offices can be dropped into the mail for foolproof tran- 
scribing in home office. 


Faster, surer, safer dictation: The advanced electronic mir- 
acle of the “STENO-SHEET” makes possible the most obe- 
diently automatic dictating machine ever produced. 


STENOMATIC — Complete with Steno-Sheets and dictating or 
transcribing accessories $279.°° plus F.E.T. 


The automatic dictating machine 
that solves mass dictating problems 
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STENOMATIC —The world’s most advanced 
dictating machine! Loads itself...Signals when 
it’s ready...Warns you when to stop... Obedi- 
ently unloads itself to prepare for the next 
job! Maintains even work load throughout 
the entire office! STENOMATIC—built to 
take full advantage of the advanced dictating benefits of 
Steno-Sheets—Just press a button on the mike to dictate, stop, 
review, erase —STENOMATIC does the rest. Loads itself 
automatically. Automatic light tells you when to start dictat- 
ing; automatic buzzer warns you when to stop. Press a button 
and the machine wnloads automatically, ready for your next 
command. Other automatic features: Automatic voice con- 
trol lets you dictate at any distance from the mike... Auto- 
matic phone-adapter lets you switch back and forth at will 
from mike to telephone... Automatic playback button switches 
you between loud mike for conferences and low-volume mike 
on speaker. $40.00 worth of accessories built in at no extra 


cost. FULLY TRANSISTORIZED. 


ll ee ei | 


DeJUR-AMSCO CORPORATION, Dept. 972 
45-01 Northern Blvd., Long Island City 1, N. Y. 
Write for free details and a sample Steno-Sheet. 


(Take it to your DeJUR-Grundig franchised dealers 
for free demonstration of this miracle medium.) 


Name 


Company 
Address 
City Zone State 
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Burroughs Electronic 
Accounting machines 
speed ledger postings 66°3% for J.C. PENNEY 


“Always First Quality” is the standard 
of excellence that the J. C. Penney 
Company applies to its broad lines of 
merchandise and to the equipment 
that controls its internal operations. 


Case in point: the five Burroughs 
Electronic Accounting Machines that 
this billion-dollar-a-year firm uses for 
posting the income and expense ledger 
cards for each of the 420 stores in its 
Eastern Region and for daily posting 
of accounts payable ledgers for J. C. 
Penney’s 10,000 vendors. 


Photograph taken at Miracle Mile Shopping Center, Pontiac, Michigan. 


Penney’s says “The great speed and 
automation of these very advanced 
machines enable our operators to post 
over 1,000 entries a day as compared 
with 600 on conventional equipment 
—a gain of over 6624 %.” 


Speed? Automation? Among many 
other functions, the Burroughs Elec- 
tronic Accounting Machines position 
forms automatically to the correct 
posting line, electronically verify 
proper account selection and electron- 
ically read and print out the balance. 


ial Burroughs Corporation 
& “NEW DIMENSIONS / in electronics and data processing systems” 


Use Readers’ Inquiry Coupon on Page 98 


What about your accounting or data 
processing problem? Is it a big, un- 
commonly complicated one? Or a 
small, relatively simple one? There’s 
an advanced Burroughs answer—from 
electromechanical and electronic ac- 
counting machines all the way to giant- 
capacity electronic computer systems. 


Call our nearby branch office and talk | 


with a Burroughs Systems Counselor 
right away. Or write to Burroughs 
Corporation, Burroughs Division, 
Detroit 32, Michigan. 

Burroughs—TM 
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An executive with every other desirable characteristic, 
who lacks ability with people, is lost. Check yourself— 


ARE PEOPLE YOUR WATERLOO? 


By IRVING SHERMAN 


DO YOU SHAPE up as good office 
executive material? How well can you 
handle people? 

You are a woman and the office 
manager. How would you handle a 
female subordinate who resents you 
because of your obvious superiority? 

What would you do? 


How about handling a woman who 
did good work but who couldn’t get 
along with fellow employees? Could 
you salvage her for your company and 
for her own good? 

You are a man and supervise an 
office force. Your problem is a chap 
who has ability but who habitually 
shirks any responsibility? What would 
you do—try to reform him or termi- 
nate him? If reform, how? Do you 
know definitely what to do? 


Most people have corners in which 
“demons” lurk. The wrong act, the 
wrong word—even the wrong look 
—can release the demon— 


Remember: It’s no trick to use the 
bludgeon or to procrastinate. You 
don’t have to be a supervisory genius 
to hire and fire; scold and criticize. 
This is not handling. To handle sub- 
ordinates successfully we must up- 
grade, retrieve, shape, and sharpen for 
the best results. Could you do this? 

Mrs. TF was well educated, experi- 
enced, tried. She was a supervisor in 
the office of a large department store. 
She took a fling at handling; but she 
didn’t make it. 

Miss EM tried. She worked in the 
office of an appliance dealer. She was 
qualified, but not enough. People’s 7 
quirks and unpredictabilities threw y 
her. 

Mr. AL, CPA, LLB, thoroughly 
grounded in office procedures, got 
snagged. He headed an accounting of- 
fice of over forty people and did all 
right with systems, but he fought with 
people all the time. 
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Everyone falls more or less into a 
standard pattern. Charles Darwin... 


People don’t become good executives simply by earning degrees 


Mr. JT, BBA, MA, statistics major, 
was a good man. He failed as an office 
executive with an ad agency because 
he took handling too literally—espe- 
cially young girls. 

A long list may be submitted, of 
patently qualified individuals of both 
sexes, who looked like good super- 
visory material and should have been 
—except when it came to this matter 
of handling subordinates. 

It’s tough—tougher than it seems. 
Why? 

The answer may lie in office per- 
sonnel makeup. This is often difficult 
to gauge and to fit in; moreover, most 
people have corners in which demons 
lurk. A word, an act—sometimes only 
a look and the demon is released. The 
monster will erupt often even before 
principals themselves are aware of it. 

Another reason for management 
SNAFUS lies outside office personnel 
—in the way office personnel are 
handled. There just isn’t enough con- 
ditioning and training of supervisors. 
People don’t necessarily get to be good 
executives because they have earned 
degrees or can order people around. 
To fill the bill satisfactorily you’ve got 
to seek to know what is right, when it 
is right, not for some, but for every- 
body, from A to Z. And you must 
execute. You must get people to ful- 
fill themselves while fulfilling your re- 
quirements, without strain, easily, until 
it all becomes a reflex, like pressing 
the right keys and getting a machine to 
respond. 


... or Frederic Chopin would rep- 
resent the “fatigued” type .. . 


Let’s face it: The average newly 
created executive, often just out of 
college, has a tendency to fuzziness in 
human relations. There just isn’t 
enough of it in the undeviating drive 
for the high marks, the honors, for the 
top money jobs, to allow breathing 
area for remembering about people. 
We have to get ahead; to be the best 
of the lot. This is, indeed, a big order. 
But what we forget is that we must 
deal with, work with, and achieve 
through people. This is where our 
ambivalence lies; this is what impales 
our ambitions! How to square the you 
with the ‘ME’ and still get enough of 
the ‘ME’ to matter. 

A special category of supervisory 
failures is in connection with females 
in the saddle. For some reason the 
gentle sex persists in mishandling, 
especially subordinates among their 
own gender. 

Here is a story told by the personnel 
director for a large textile firm: 

“One of our office employees, a 
middle aged woman, was slated for 
termination. I asked this employee, 
among other questions, why she 
couldn’t get along with her superior, 
also a woman, which seemed to be at 
the root of the trouble. 

“‘T tried,’ she said. ‘But the first 
day on the job, Mrs. X was cold to 
me. She didn’t like me from the start. 
No matter how hard I worked or tried 
to please, she always found fault.’ 


. . « While Abraham Lincoln exhibits 
typical “melancholic” traits . . . 


“T reminded the employee that she 
had considerable latenesses and ab- 
sences on her record. What, I asked, 
had this to do with her superior not 
liking her. 

“Well,” returned the woman, 
‘would you want to hurry to a job 
where you knew the boss would scold 
and criticize all the time?’ 

“I had to acknowledge that this 
might deter me, too; but there was 
little that I could do to salvage this 
employee. Basically she was a com- 
petent person and might have been 
continued, but she had been so thor- 
oughly mishandled by her supervisor 
that she had developed a_ positive 
aversion to our company and so had 
to be terminated.” 

A somewhat similar tale of super- 
visory failure in which the principals 
were women came from the office of 


the vice president of a public utility. 

In this case the superior was an 
unmarried female in her late forties; 
the subordinate was a married woman 
with three teen-age children. A con- | 
flict arose because, it was alleged, the 
subordinate kept referring to her own 
family and responsibilities as if this 
were a reflection upon the unmarried 
status of the superior. It was never 
put in so many words, according to 
the evidence; nor might the implication | 
even have been intentional; but it in- 
hered, and the superior insisted it was 
habitual. She demanded termination | 
of this subordinate. 

(To page 46) 
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VARIOUS PERSONALITY TYPES — 
HOW TO HANDLE THEM 
TYPE MALE FEMALE 

Participating Allow leeway. Check occasionally. Cite Establish woman-to-woman basis. Praise 

greater goals ahead. Praise and encour- effort; assure full interest 
. age. 

Withdrawn Warm up frequently. Encourage fully. Praise appearance. Show marked inter- 
Limit criticism. Check constantly and praise est in every effort. Keep participating by 
liberally. constant reference. 

Clearheaded Treat with deference. Communicate with Assume friendly attitude. Be easy, relaxed 
in a friendly way. Show appreciation of in contacts. Praise only when warranted. 
efforts. 

Dull Be courteous, but firm. Keep on toes by Contact frequently. Keep alert if pos- 
frequent contacts. Suggest goals. Use sible, by rotating work. Do not push too 
suggestions when communicating; ask for hard. Praise at every opportunity. 
ideas. 

— Mature Give responsibilities. Treat as associate. 5 
} Use suggestions when communicating. —— 
nibits oe Consult with. 
- Childish Be pleasant, but firm. Use the order in Stimulate by suggesting ability. Indicate 
communicating. Contact frequently to interest in a personal way. Contact fre- 
: keep on toes. quently. 

Dominant Keep in check, but don’t frustrate. Urge Adopt easy, conversational manner. Praise 

patience and understanding. Treat as as- initiative, but with caution. 
a sociate. 
Submissive Always be friendly. Do not reproach too Be cheerful and smiling in contacts. Show 
strongly. Indicate genuine interest in regard, but with some firmness. 
— progress. sl 
ot ohh Socialized Be amiable, but keep at distance. Pin Watch carefully to curb excesses. Hold to 
aie. down to tasks. Check performances to business. 
asked, ish keep on toes. 
‘> ail Booris Do not attack headlong. Keep on job. Courteous and firm attitude will prove 
Now = then show interest and try to best. Reprimand when warranted. Indi- 
| ae upgrade. cate what is proper in guarded way. 
a Enthusiastic Keep under control, but don’t stifle. Make "— ° 
yee sure orders are understood. Praise atti- Same. 
. tude and try to moderate. 
: te Melancholic Don’t allow to fester. Keep within circle. Retain cheerful attitude. Develop light ap- 
e was|p. Encourage and warm up. proach. Encourage and praise. 
. th Poised Treat as associate. Talk to in frank way. Same. 
; com- Independent Stress value of team. Hold to specific Treat with finesse. Use suggestions in com- 
been | Depend course. Encourage, but control. municating. Praise for efforts. 
thor- | -°Pencent Encourage to venture. Give jobs that re- Try to stimulate. Avoid pushing too hard. 
visor | Ad quire some initiative. Minimize mistakes. Find every opportunity to praise. 
sitive | “ove ntUrous Crack down when too forward. Remain Hold in check in friendly, humorous way. 
» hed courteous, but firm. Encourage for solid Encourage when properly directed. Solictt 
work and praise. ideas. 
super- | Fearful Handle with care all the way. Smile, be 
cipals friendly. Keep to maximum performance Same. 
ice of Vi via praise. ; 
atility. igorous Watch so that energies do not spill over. Channel properly. Don’t curb too much. 
-. a Keep always active. Praise and keep con- Suggest moderation and encourage. 
orties; | ¢ .. trolled. 
ane Fatigued Do not overload. Keep to a slow, steady 
- con- | pace. Suggest physical checkups and en- Same. 
d, the ‘ courage. 
, om Excitable Do not give nervous assignments. Hold to 
f this normal pace. Be sure directions are un- Same. 
orviet derstood. Always remain calm in contact. 
never . Stimulate frequently in friendly contacts. 
ing to Phlegmatic Keep alive to issues. Routine jobs will re- Same. 
cation ; sult in best performances. 
it in- Accepting Keep alert to responsibilities. Urge avoid- 
it was ance of ruts. Show appreciation for ef- Same. 
nation | . fort. ' 
| Suspecting Be open, frank in contacts. Disarm and Assure of confidence. Try to relax. Praise 
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encourage. Keep warm and friendly. 


for effort. Keep contacting. 
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A custom-made 
\ desk set for $375!" 


The Esterbrook DESKMASTER? fountain 
pen desk set is instantly custom-fitted to 
any business writing task. 


The secret is Esterbrook’s broad selec- 
tion of 32 points. Bookkeeping, clerical 
and carbon copies are just a few of the 
business points made by Esterbrook. 


If a point is ever damaged, it is instant- 
ly replaceable! A new point threads in... 
in seconds. Costs just 6o0¢. 


And, the DESKMASTER is attractive, 
efficient. Employees like its fine writing 
qualities. No wonder purchasing agents 
have made it the fastest selling desk set 
in America! (Model #112) Black and 
popular colors. Black, only $3.75 


Esterbrook FEED-MATIC! base desk set 


Holds up to 6-month supply of ink. Reservoir in base seals ink 
against evaporation and dust— feeds enough ink to the point 
each time to write 500 words. Spill-proof. 

Black, colors (Model 444). $4.50* 


Esterbrook RECORDER? ball point desk set 


Writes 6 months in normal office use—A dependable ball point! 
Choice of ink colors, fine or medium point. Refills, 69¢. De- 
luxe Black, colors, $3.95* Black, $2.95* 
All desk sets available with chain and adhesive base for public counter 


use. Also doubles for use with two ink colors. 


*List price per single unit. See your supplier for quotations. 


Gsterbwok 
+T.M. The Esterbrook Pen Co, 
10-DAY FREE TRIAL—Get one of these quality Esterbrook desk sets 


from your regular dealer. Use it 10 days. If you aren’t completely satis- 
fied, return it to your dealer with no cost to you. 


Use Readers’ Inquiry Coupon on Page 98 


People— 


“In our case,” commented the vice 
president, “we had an instance in 
which a supervisor could not rise 
above personal reference. It seems to 
me that when a man or woman qualifies 
for a job handling people, whether it 
is for an office or in a plant, one of 
the first points that should be made 
clear to them is that forebearance 
rates high priority in supervisory as- 
sets. No man or woman has a business 
being a supervisor who cannot rise 
above the petty irritations and annoy- 
ances incurred by unthinking subor- 
dinates.” 


Of course, we are still on the nega- 
tive side. In many cases supervision 
fails not because the supervisor, male 


or female, does the wrong thing; he | 


or she fails, it has been adduced, be- 
cause they (supervisors) do not know 
how to do the right thing. Office man- 
agers and executives will “include 
themselves out” of the office proced- 
ures, a basic of handling people as ir- 
revocable and paramount as the very 
business of the office, itself. 


Fundamentals of supervision 


To grasp the elements of good su- 
pervision we must know the funda- 
mentals: 

1. We must communicate properly. 
This is to say we must be care- 
ful of what we say and to whom 
we are saying it. 

2. We must communicate clearly. 
The words we use, the direc- 
tions we give should be free 
from cloudiness. We must take 
pains; never take clarity in lan- 
guage for granted. 

3. We must perform show-how. If 
the subordinate cannot do some- 
thing or is inadequate in what 
he or she does, we must show 
how it is done. Spell it out. 

4. If we must reprimand let us do 
it properly and then only on 
just grounds. Let us not seek 
excuses for reprimands as re- 
lease for our own frustrations or 
devious ways. 

The method of communicating with 
subordinates is important. Three types 
of communication are identified. 

1. The order: The order is per- 
emptory. A subordinate is left with 
no choice. “Miss A, type that letter, 
please.” 


2. The directive: The directive is | 


less binding than the order, but still 
compelling. “Miss A, when you get a 
chance, will you see that this letter is 
typed and the carbon filed?” 


3. The suggestion: The suggestion is 
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is the least restrictive of the three. It 
implies a cordial relationship as be- 
tween superior and subordinate. The 
suggestion transfers responsibility 
from the superior to the subordinate. 
The chain of command is spread out. 
“Miss A, may I suggest that, after you 
have your lunch, you type the letter. 
Perhaps you can file the carbon later 
in the day.” 


Which is most effective? 


Which of these three methods of 
communicating with subordinates is 
most effective, on the average? 

“In practice,” reports Eliot Dismore 
Chapple in his book, “How to Super- 
vise People in Industry,” the superior 
who uses suggestions is far ahead in 
results obtained of both the superior 
who uses directives and the one who 
prefers giving orders. This is true, in 
spite of the fact that, in many in- 
stances, when confronted with certain 
types of subordinates, orders, not sug- 
gestions, are required. Yet the superior 
who prefers suggestions presumes a 
team; there is no separation as be- 
tween superior and subordinate. A 
unity is created and this unity is di- 
rected towards a common goal in a 
free, yet controlled way.” 

Failure to communicate clearly is a 
very common failing among superiors. 

“Will you get the file, please?” 

Which file? Where is it? Do you 
mean that I, personally, should get it 
or do you mean I should relay the 
request to the file clerk who is the 
only one who has the authority to 
work on the file? 

How about show-how? 

Show-how is that phase of contact- 
ing the subordinate that may be most 
constructive. Show-how, properly ex- 
ecuted, will get the average subordi- 
nate off the back of a superior and on 
a team where results will be produced. 
Show-how may be short or prolonged; 
but it must be thorough, if at all. 

Perhaps the most sensitive part of 
the superior-subordinate relationship 
is the reprimand. There is no question 
that many reprimands are earned; but 
then it™is also in the record that many 
reprimands are misdirected, issued with 
unwarranted force, and are often ac- 
companied by traces of sadism. 

Superiors who are quick with repri- 
mands, who disregard the occasion, 
who get “purple” rages, themselves 
should be pulled up short. It may be 
that they are sick and seize these 
occasions of subordinates’ errors to 
vent their spleen or transfer their own 
shortcomings to some helpless man or 
woman. This sort of conduct extracts 
a heavy toll from all concerned. It 
breeds employee hostility and resent- 


(To page 65) 
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® BETTER PROOUCTS... 


orporation TO BETTER BUSINESS 
1742 N. Paulina Street, Chicago 22, Illinois 


Gentlemen, We don’t use the abacus in our office. I’m more inter- 
ested in how your machine compares with other 10-key 
listing machines. 

Is it true that the Comptograph costs less—yet adds, 
subtracts and multiplies up to 30% faster . . . with 
single-register, double-register, and wide carriage mod- 
els to fit all needs? If so, send the information to: 
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AMA speakers report — 


2) VAP a! oo 


Automation will raise status of office manager 


New demands will be made of administrators, though, speakers warn 


THE CURRENT CHANGES sweeping the American of- 
fice represent a golden opportunity for executives trained in 
office administration to move into the top echelons of cor- 
porate management. 

This was the theme of the majority of speakers at the 
annual Office Management conference of the American 
Management Association, held in New York October 21-23. 
This emphasis on the growing concern and attention being 
paid the office—and to the entire administrative end of 
corporate operations—was emphasized by the fact that 
more corporate officers holding the rank of controller or 
higher were registered at this conference than at any previ- 
ous meeting held by AMA’s Office Management Division. 

The theme repeated so often during the three days of the 
conference was struck by the first two speakers: Theodore 
A. Smith, executive vice president, Radio Corporation of 
America, and Robert M. Smith, editor, OFFICE MAN- 
AGEMENT. 

The rising flood of paperwork has become so large a 
problem for most companies that it calls for expert—and 
top management—supervision to overcome it, the RCA 
executive declared, pointing out that “Vice President— 
Administration” is becoming a frequent title in major com- 
panies today, and may well become a standard tomorrow. 

“New scientific advances offer us the opportunity of con- 
sidering a major change in business administration and 
management,” he declared in the first talk of the confer- 
ence. “The full utilization of these new resources can be 
achieved not by substituting them for functional efforts but 
by taking the major step of making them the heart of 
business control. This step is not easy and must come 
gradually, but it holds the promise of freeing business from 
the bonds of paperwork and offering new opportunities of 
growth and profit for American business.” 

Robert Smith, who served as a moderator and first 
speaker for a panel discussion on “Improving Management 
of Office and Administrative ‘Production’ Operations,” 
opened his discussion by reporting that another business 
magazine had recently announced the forthcoming publi- 
cation of an article predicting the end of Office Managers 
as an important professional group. 

“I haven’t had the privilege of reading this article,” he 
told the audience of more than 200 attending the opening 
day sessions. “I think, however, that I can guess on what 
ground it’s predicated. Automation, and the appearance of 
the technician, the specialist, the computer expert, as the 
key figure of the office. 

“I think I can safely say that’s the last spectre office 
managers have to worry about,” he continued. “The auto- 
mation middleman—the programmer, the coder—is a 
vanishing breed. Automatic programming of computers 
will eventually make him. disappear. The whole effect of 
present trends in automation is towards true adtomation: 
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that is, the removal of the interpreters who have been 
needed in the past to translate management needs into the 
language of the machine. Automation only becomes a real- 
ity when the middlemen are eliminated.” 

But, he continued, to a degree the prediction would be 
valid: 

“Automation—along with several other factors—does 
spell the end of the office manager as we have known him 
in the past,” he declared. 

“It spells the end of an era rather than a professional, in 
other words, an era in which the office was a little world, 
more or less unto itself, functioning as the recording and 
billing center of a company. 

“We've gone way past that point. 

“The office is no longer divorced from the production 
line and the sales force, the market place, and the inven- 
tory. That is the true effect of automation, and all the other 
major changes affecting American business today. That 
effect is not to dispose of office managers, but to give them 
a much greater scope, a much greater opportunity, and 
heavy new responsibilities. 

“In essence, it is not enough to record, and to carry on 
routines any more. The whole trend of American business 
places increasingly heavy responsibilities on the adminis- 
trative side of the corporation. Administration is a term 
which, in its way has already been outdated. Ten years ago, 
the office did not administer. Today, it does. But tomorrow, 
the office must control and guide—in every sense of the 
word. 

“It must control because the true effect of automation 
is that there must be the swiftest possible reaction to any 
given stimulus. Automation forces companies to function 
as a whole, as a responsive body, not a series of separate de- 
partments, each letting the other know—in time—what is 
going on. 

“And a responsive body needs a nerve center and a mind. 
That’s the future of the office—the coordinating and direct- 
ing center of the entire company. 

“Of course, to a degree every company has always had 
to have such a nerve center, such a directing force. That 
came from its officers, its president. But, in the past with 
the major company emphasis on production, sales, finance, 
those officers, presidents, directing geniuses, came from 
every field except: the office. 

“That, I think is the main change we all face in the fu- 
ture. The office will no longer be a facility to be inherited 
by graduates of production and sales and finance. The of- 
fice, will as the heart and pulse of the company, be the 
breeding ground of presidents. 

This represents the great opportunity—and the great 
challenge for office executives today, Smith continued. 

“Administration in this new sense means much more than 

(To page 96) 
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This one low-cost, 


easy-to-use machine 


...at the heart of Automatic Keysort 
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Data Processing 


What you see here is the Keysort Tabulating Punch — the only complete 
punched-card processing machine in the business world. It is the only ma- 
chine you require to automatically tabulate vital figure-facts on every phase 
of operation for fast, accurate management reports. No special training is 
required for operation, and the machine imposes no restrictions on present 
accounting procedures. Rental is less than $100 a month. Your nearby 
Royal McBee Data Processing Representative will be happy to arrange a 
demonstration. For complete information, call him or write Royal McBee 
Corporation, Data Processing Division, Port Chester, N-Y. for brochure G-39. 


ROYAL MCBEE. data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


Use Readers’ Inquiry Coupon on Page 98 
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VISIBLE RECORD COMPUTER ADDS 
“NEW DIMENSION” TO BANKING AUTOMATION 


THE BURROUGHS Corporation re- 
cently unveiled its new Visible Record 
Computer solid state electronic data 
processing system at the company’s 
research center in Paoli, Pennsylvania. 
Introduction of the VRC marked the 
second major advance by Burroughs 
in an attempt to reduce the multiplicity 
of manual accounting operations in 
the banking industry. The Visible Rec- 
ord Computer system (so called be- 
cause of its ability to process individual 
bank accounts by printing data directly 
on the account record), is a further 
application of the basic Magnetic Ink 
Character Recognition (MICR) prin- 
cipal introduced by Burroughs last 
Spring. At that time (see OFFICE 
MANAGEMENT, April, 1959) the ba- 
sic equipment for encoding checks and 
other banking documents was intro- 
duced, with the emphasis on the 
unique Character Sorter. Although the 
Character Sorter remains an integral 
part of the new VCR system, new 
emphasis: is being placed on the fur- 
ther simplification of accounting prob- 
lems through the practical application 
of electronic computer techniques. 


Pell 


The hardware 

There are four basic units in the 
VRC Console (front), Record Processor (center); Sorter and Computer in background VRC system: 

The Magnetic Character Sorter, 
capable of sorting checks and other 
documents at a rate in excess of 1,500 
items per minute, placing them in 
proper order and sequence for posting; 

The B251 Computer which proc- 
esses the information previously read 
by the sorter from magnetic characters 
imprinted on the documents; 

The Record Processor which re- 
ceives information from the computer 
and posts the customer’s ledger and 
statement form, proving and imprint- 
ing the balance; 

The Console, which controls the 
computer and consists of program se- 
lector knobs, special knobs, special 
controls, a panel of lights indicating 
the status of the computer, and a key- 
board which permits the entry of un- 
usual items if so desired. 

The B251 Computer utilizes an 
advanced concept in memory storage: 

(To page 90) 


Programs for the B-251 Computer are stored on Mylar plastic tapes 
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ANOTHER WAY 
RCA SERVES 
BUSINESS 


t’s RCA INSTANT-CALL... new all-transistor intercom... 


FOR MEN WHO MUST GET 
INSTANT ACTION IN i 
MANY PLACES iz 


New, all-transistorized RCA Instant-Call puts you in touch instantly, initiates 
action in many locations. Information flows freely; efficiency perks up. Switch- 
boards stay clear for outside calls. RCA engineers have built into Instant-Call 
every feature vital to faster inter-office communication: convenient station 
selection . .. push button conference calls . . . busy signals . . . chimes and lights 
to announce calls. 


THROUGH 
ELECTRONICS 


Instant-Call adds a handsome touch to every office setting. Its design contributes 
many important advances to intercom. Long-life transistors snap into action 
without warm-up wait. You can adjust listening level to the volume you wish. 
Less complicated wiring costs less. Between calls, Jnstant-Call uses no power. 
Your whole system, in fact, needs only the power from a single wall outlet. 

All this . . . yet Instant-Call advances don’t include higher costs! 


For more details, send coupon or phone your RCA Intercom 
Distributor. He has the facts on buying or leasing Instant- 

Call and can give you complete information on other 
RCA systems, such as Auto-Dial—a highly efficient 
office intercom system which utilizes dial 
telephones and automatic switchboards. 


INSTANTLY... INSTANTLY... ; INSTANTLY... 


reminds you of waiting 
calls with signal lights. 


flashes busy signal if puts you in conference 
your party is on another when you push several 
buttons. 


intercom call. 


SRE TAITERS Yes RADIO CORPORATION OF AMERICA 
announces incoming calls Send information on new RCA Instant-Call transistorized intercom, please. 
by chime, identifies caller 

NAME 


by signal light. 
COMPANY. 


ADDRESS. 
CITY, 


ZONE. STATE. 


RADIO CORPORATION of AMERICA 


SOUND PRODUCTS ¢ CAMDEN 2, NEW JERSEY 
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ere’s the perfect solution to all your photocopying 
uirements ... not just part of them! 

No brown, muddy, flimsy copies here... copies are 
jet-black on bone white or on any one of 5 eye-ease 
lors (ideally suited to color-keyed systems work). 
akes copies of anything printed, typed, duplicated, 
itten, drawn or photographed . . . from opaque, two- 
ded or transparent paper (white or colored), heavy 
board or pages in books or magazines. And copies 
permanent, not affected by heat, humidity and light 
. photo-exact, often better than the original. 

And now with the new, exclusive A. B. Dick multi- copy 
ocess, you make several copies faster than ever before. 
his new process gives your photocopier greater versatility, 
wibility and cuts copy time substantially on repetitive jobs. 
Call your A. B. Dick Company distributor, listed in 
e yellow pages, for information or a free demonstra- 
on. Or mail coupon below. 


A-B-DICK’ 


OOS AA TTD 
Achievement through Innovation 


feeeeeeesreseeeeee @eeeeseeeeeeseeeereeeeeee e@eeeeseeeeeeee eeeeereee Seereeereseeeeeeeeereeesereee 


A. B. DICK COMPANY, NAME 
Dept. OM-119 


5700 West Touhy Avenue, POSITION 
Chicago 48, Illinois 


a bt Bet Ot 


COMPANY 
Please send me information about 
the NEW A. B. Dick Photocopier, ADDRESS. 
Model 110 and NEW multi-copy 
process. CITY. 
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FILING AND INSULATED STORAGE EQUIPMENT; 


OFFICE SAFES 


By JOHN M. SINE 


A RECORDS EXPERT sstartled his 
listeners during a recent management 
seminar by bluntly stating, “thirty-five 
per cent of your existing records may 
be destroyed at once!” As if this 
weren't sufficient information to fog 
the eyes of most executives, he added 
calmly, “only fifteen per cent of your 
records must be permanently retained, 
twenty per cent have current value, 
and thirty per cent should be trans- 
ferred.” 


There was a tendency among the 
seminar participants to dismiss the per- 
centages given by the expert as mytho- 
logical. “After all” one person com- 
mented, “he doesn’t know the prob- 
lems peculiar to our organization.” 
Another said, rather bitterly, “He 
doesn’t have to face the confusion in 
our present filing system.” Top man- 
agement, and those in responsible 
positions, tend to excuse and ignore 
the rather distasteful business of record 
keeping — and quite naturally — they 
have employed clerks to handle such 
things. The burden of nursing along 


The Standard Ferris Rotary Card File by General Fireproofing has manually or 
electrically driven wheel, axis of which is perpendicular to length of the cabinet. 
Card trays pivot on wheel in cradles; rotate vertically in either direction. Note foot 
controls, File may be turned in clockwise or counterclockwise direction. 
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the storage of paperwork is generally 
given to a middleman, whom in this 
case we shall call Joe. Now Joe works 
in an obscurely defined supervisory 
capacity by virtue of the fact that he 
has tucked more records in the com- 
pany files than anyone else. Joe knows 
that the filing procedures are not ex- 
actly what they should be—a few 
routine papers have been misplaced— 
and that a proper system should really 
be established. Some day the boss will 
need an important paper in a hurry— 
but with luck and the smooth opera- 
tion of Joe’s computer-like memory, 
he will produce it, presto!, from the 
file. But of course we mustn’t forget 
Sally, who for the first few months of 
her employment, asked Joe where this, 
or that document could be filed. Now 
Sally has finally taken the initiative, 
introduced a few clever filing inno- 
vations of her own and is working 
away with light-hearted efficiency. But 
—multiply Sally by five, and even 
Joe’s memory is rendered powerless 
in a crisis. 

Half of the blame for the inevitable 


results of such a system can be cast ’ 


on Joe; blame for the remaining half 
of the catastrophe must rest with the 
boss. Had Joe approached his su- 
perior feeling more like a supervisor 
than a much-abused workhorse, he 
might have established a firm control 
over the management of company 
records. However, if the boss had con- 
sidered his records a vital segment of 
business operations instead of an un- 
qualified nuisance, he would have 
given Joe a position of clearly defined 
authority, and a sense of the impor- 
tance of maintaining proper records 
control. 

Companies which take the time, 
energy, and initiative to set up a 
proper records management program, 
find significant results in regaining 
lost profits. Management may prefer 
to ignore the dull story of filing sys- 
tems and procedures, but it should be 
more than willing to listen when the 
“happily ever after” is measured in ac- 
tual dollar gains. In the August issue of 
OFFICE MANAGEMENT, the office 
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AFTER LOSS OF RECORDS BY FIRE, 


investigation of 100 companies revealed these results: 


im: . 
i 4% 


ie 177. 
«AMM 265°: 


did not resume busi- 
ness or were out of 
business within 6 
months: 


suffered a reduction 
of 30% to 662%4% in 
their credit ratings: 


who furnished finan- 
cial statements before 
the fire no longer did 
So: 


were unaffected as to 
credit rating: 


By courtesy of the Safe Manufacturers National Association. 


Locking file by Bentson has a lock bar 
located toward the rear of the file which 
holds drawers either completely closed 
or completely open. 
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Bank of storage files by Dolin (top): 
each file has steel case and two cor- 
rugated trays. The Jiffy “Secretary” 
cabinet (bottom), is by Campro Products. 
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A double rolling stand (top) by Plan 
Hold accomodates blueprints and draw- 
ings. The Liberty 400 storage file (bot- 
tom) is a product of the Bankers Box Co. 
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Horizontal “Unistorall” Custom File for punched cards; from Wright Line Inc. 


Insulated portable ledger file from the 
Ever-Safe Co., Div., of Schwab Safe Co. 


a! 
at 


4 


« 


Space-Guard open shelf filing equipment Three drawer Pro-File from Yawman and 
is offered by the Globe-Wernicke Co. Erbe presents “open” and closed filing. 


manager of Benton & Bowles described 
how 5,000,000 pieces of useless paper 
were extracted from that company’s 
files and destroyed. This cleanup 
project has produced a yearly net 
saving of about $10,000 for the 
company. 


The Dow Chemical Company, Mid- 
land, Michigan, periodically requests 
that employees examine files and dis- 
pose of unnecessary papers. The com- 
pany provides containers for the excess 
paper and each container is weighed. 
The last cleanup at Dow Chemical 
yielded 11 tons of useless paper, and 
a saving of approximately $13,500. 


The primary purpose of filing equip- 
ment is to protect valuable business 
documents from being misplaced. The 
equipment, by the very nature of its 
manufacture, is designed for efficiency. 
Manufacturers have made great strides 
in producing filing equipment and sys- 
tems capable of giving business maxi- 
mum protection in all phases of 
records management. 


In the past, emphasis has _ been 
placed on records retention; certainly 
this is a major concern of records 
management. Excellent records reten- 
tion policies have been established in 
progressive companies and books have 
been written discussing the principles 
of scientific records retention; even 
though the practice has not spread to 
the majority of companies, it has be- 
come firmly established as a needful 
business practice. There will continue 
to be innovations, of course, but the 
place of records retention in the busi- 
ness picture is no longer obscure. 


The emphasis on records control is 
now changing from retention to “birth 
control.” Studies have proven that a 


wry 


Art Metal’s Spartan insulated file bears 
SMNA and Underwriters’ “D” labels. 
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MEMBER OF THE BOA 


All the vital information needed for executive deci- 
sions is yours with Executive Karvex Mobile Units. 
Up-to-date original records on sales, inventory, per- 
sonnel, credit or production are right at your finger 
tips—available at a moment's notice. And because 
Executive KArbEX units are mobile—they roll easily 
wherever needed. Costly reports and duplication of 
records are therefore eliminated. Vari-colord signals 
flash specific areas where action is required —action 
based on facts . . . not guesswork. To learn of the 
many advantages offered by Executive KARDEx 
visible record systems, send the coupon today. 
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MOBILE VISIBLE RECORD UNIT 


crry 20ONt..._._._. STATE... 


| 

Flemington. Brand | 
ae. | 

‘ sect DIVISION OF SPERRY RAND CORPORATION | 
Room 2146, 315 Park Ave. South, New York 10 | 

Please send me FREE booklet KD619 Rev. 1 | 

on Executive KARDEX. ] 

NAME & TITLE. | ] 

OO _ — — | 

aE LE a — | 

l 

4 


Se a 1 an ll ———_—_e a eee Ot Co ee ee oe i or ee |) (eR £ = 
: - soon Sal Moe £ 
Ce a 
i os 
iz Psi 
ai 
> ee ee " Se - | : ae pire = | Be *) Saban 
aper o . Se . ; ; | Sage Bete os ety ere A Foo 
* + 4 i Ee, mx ; ; A * | F ~) a Os a Vang te - ade a. 
iny’s 7 ; 3 +@ é oe La a oe he a 
inup at a Be , aa cr. a . wes 
net by ee — Bee ae > 
ae oe — ; we * - ee : aon ee a sgt ie ie 
the mo Ree: oe > At_= a “ee - ete 2 
 «£ ie  - = aa ae ee 36 ~ 
4% : ; ss, (oe | SPSS aoe eo pes a 
is Gg a e ian Ar fee 8 ge : wae 
. Bt a aS —_ ee ; ieee erie a) et eae a 
Mid- zo ah ae — ~. -l- a. + “«.- . ae a 
? aa ao a a a Oe S a <5 ee 
lests _ ioe € . x Cn. 2 ieee he he ns eee 
di é a ee ae g —- _ ve . 1) aa ae Z — Ss 
S- ri) ae bo 2 * oa ee . | ‘ # * rhe 1 | # > mh ne att. 7 3% — ; 
om- ce es —— ll - Va Si A a Gols —_— = 
cess - gf i & : Bee 4 : 3 3 a 7% pM . . W. as ee =] ‘ a hee Ba ie x 
ed. i a v — , As os) ae ee ° oe 
ical aint. ee i ‘ ie i er om eter T ity, ee, a “ig : 
a < ea eek : a! > — Ae Sig Phas ge 2 ah tan e ‘es 4 ody tee 
_ a. ae a ae Ds OS ee ae 22s 
(0. ee a rs : | , _ — « > ss Sere | ‘We Ba + 
up ay. ES ox, pe. a H i r| > . e 2 ~ 2 < ae, a at a ‘ < : J j sh 
ness 5: Se a és ; — sie _ _ a Ws me ae ’ ; : ‘aaa i 2 Sy 
The : ca an : a : 3 } i Cos ee Se gi Pingel pte Lae , : x <F a i es a & 
x © ae — | d t the Ste, gs : sa ¥ a : et, Sh Pe =, 
1 2 5 te . * 9 : Bier ili Bly. ay BSL | ao 
cy. ae: 2 ee i : an? Pe ils a. oY 5 ee he, - Petes od *” P ne a fe Ss 
. i ae gf oP Leger SE epi. tg Sc. 2 Seas. a i a  - — 
axi- ioe 2 of Ss ss sD ae © ie FF ~- 
Shay Se ot? an On os a , S al a re : ' be 
a ae. - ein g , . . ae Psae de, ove ‘ e- 
—_— = —_ i - 
YF ae eS Za TS a +, ae i. 
e : : Cpe te EZ tity” Se SG “ae as Bt. es 
wie 2 a he “ZL “ttt tj ie eee. 4 
inly d <r 4 i EZ LZ tip 4 Aa a leg » :* a ey . 2 i 
ei os Bis ae a $ ae ay ro 3 F 
rds eo Ae aed ge i: to a a ts 
ROR, ia: ae + 4 bs § “ : ae a et _ 
en- Hy y ae tte By ty % ae Pa —_ ; —: 
i : a eae Ms . a .. ta 2. i Ps 5 
t a 4 s ee : : ae ee. eee ar 2 "7 2 ” 3 ae 
ie i 3 4 " t i sh hg #t be 2 pot eee Si | te ¥ 5 gh ~ 
oles in ee i -— 
ven eas 5 ee ee a | a, Bo ae ‘ee 
to hoe a eee ee ay cs 7 eg :™ te: 
re 2 Pat if ee 5 | ae . r > ae is mH z ae . > ae ae ol . 7 May, 2 
be- c Piast Byes < ye ee eo ey : Py ae ¢ ah are , EL » % ‘ ack 
iful call im ah : me Bai 5 hee 4 <2 1g , 
ie © Be iy Es ot eee 27 gigi ihy _ 
ies: . x a Scabies. 5 ats 23 = “4,5 $5.55 oe : a 
nue Soe ‘a CO Se . | 
the : in os ; ‘ae joe oe ‘a ‘ A a. 
° a a ay ee eee ere ee 5 : ’ =“! 
a a Be a a | 
- i an — \ e2 We - 
l is i aaa dee. r , ; "is i “ae i x ™ gr -_ 
irth ink a3 ee ze P Aes ; } YB és : as — om : . 
Tipo. aera. v/, ce Sr # _ P ame & on ay 4 ‘ 
ta ; _ i * eae a = = : ae Bas a Be: sig ee: a gr aR .. je 
. a 5 Roe a | : be bias. ai é oo! iit ten a 
; r a Ew ig : ; tage Riser,’ 2 nn i as ons * Meo =. 
Ta an % ae 7 ——— | | | lc i ;wltttC — i 
A ee a oo ee y BR ion 1 >, : d nee? a] : 
a ; 2 i oe it F __ eee ae a — e me | oa 
‘d ee al ae x 1. Oa bi == 
a . : 
a Ps . ee oS as ie oe mt 
meres -_ i — OLE ey ae cae u & oo | E 
ee .* fee 4 be — a e Wi al . R 
pee Pe _ b= i = : Bale e as fe x “— ; i 
Mae = ch - A ‘ eee vd 
as a a a ‘a ‘ . iy 
Pe i? 
el gs “ 
l a A. be 
| @ a ‘i 
| Be me 
| 3 
ner, 
| aie ee 
oy me)s Sz. 
| l ici 
* re 
‘ars } pe 
els. Co ee ee ee ee ee ee ee iat ¥ 
NT 57 Sabie 
4 ia re = i raya te. — 2 he. es sete be ee a= a sai eae fae oe = i a , 
~~ A cm a Tae ae SS aa caer 1h ee as ap — — 4 ca) we. ee 


ee ee 


we =} 


“Tudror” Sendaiener from Oxford Filing Cabinet from Invincible has safe unit 


Rotary cond file from Acme Visible Records Inc. 
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New storage facility for vital business records is located in a salt mine 
650 feet below the surface. Space is leased on contractual basis per cubic 
foot in rooms the size of a football field. Temperatures range from 65-67 
degrees; humidity fluctuates from 35 to 50 per cent. Located in the Carey 
Salt Mine, Hutchinson, Kan.; project of Underground Vaults & Storage. 


great source of waste and inefficiency 
can be attributed to the creation of 
superfluous forms, carbons, memos, 
and other inessential or short-lived 
records. Certainly, the practice of re- 
ducing the number of records created 
and filed will eventually become as 
important as the length of time they 
are to be retained. 


Space is expensive 


The objectives of any records man- 
agement program must follow three 
simple stages of development: the 
saving of space, time, and money. Of- 
fice space is computed at a cost of $5 
to $7 per square foot throughout the 
nation. In cities where space is a pre- 
mium, the cost per square foot may 
rise to as much as $12. Space is ex- 
pensive! To maintain inactive files in 
a premium area is plainly uneconomi- 
cal; they should be transferred to 
lower priced storage areas. It has been 
said that up to 85 per cent of space, 
equipment, and supply costs can be 
regained when inactive records are 
transferred from premium space, to 
lower cost long-term storage facilities. 

A planned records control system 
under authoritative direction allows 
records to be retrieved in a minimum 
of time with a high percentage of ac- 
curacy. Taking inventory of the com- 
pany’s records in an effort to set up a 
functional control program is not an 
easy task. It follows that once a work- 
ing program is formulated, the utmost 
care should be taken to maintain the 
efficiency of each of its functioning 
elements. 

If one is working under a satisfac- 
tory system with adequate housing and 
sufficient locator devices, he should 
make certain the persons doing the 
actual filing are well trained. Regard- 
less of the superiority of a filing sys- 
tem, one poorly trained lackadaisical 
clerk, can introduce an innovation that 
will upset the equilibrium of the entire 
system. A recent study of filing costs 
revealed that 80 per cent of the total 
cost of filing is paid in salaries. Only 
three to nine per cent is expended on 
equipment. It is estimated that more 
than 60 per cent in overall costs may 
be saved by the proper organization 
of the total filing system. 

Insuring good filing procedures is 
merely the practice of sound economy. 


Destruction by fire 


The methods and systems of filing 
data are too numerous for discussion 
here. However, one of the factors 
which should be considered in any 
records management program is the 
danger of destruction of valuable rec- 
ords by fire. In an effort to discover 
the after-effects of fire on business 


Operations, the Safe Manufacturers 
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2) INSULATED FILING DEVICE 
CLASSIFICATION 
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Labels from the Underwriters’ Labora- 
tories or Safe Manufacturers National 
Association certify fire-resistive quality. 


National Association (SMNA), selected 
100 cases at random from its fire rec- 
ord files. A nationally known credit 
organization was asked to compile 
credit histories of the selected cases 
for a period of five years prior to the 
fires, and including a period of time 
elapsed after the fires. The analysis 
involved a variety of businesses from 
a $2,500,000 manufacturer to a cross- 
roads store. The results of this study 
are illustrated by the chart on page 5S. 
The major figure is startling: 43 per 
cent of the businesses studied were not 
able to resume, or were out of busi- 
ness, within six months after the fire. 

According to the SMNA report, “A 
few cases of under-insurance were 
shown, but by far the greatest cause 
was shown to be destruction of records. 
Inability to produce substantiating 
records prevented full collection on fire 
insurance. Without records, unjust 
claims as to accounts payable could 
not be resisted and in many cases re- 
ceivables were uncollectable. Due to 
the loss of cost, purchasing, inventory, 
sales or other vital records, resumption 
of business was seriously handicapped 
or made impossible.” 

Non-profit organizations such as the 
SMNA and the Underwriters’ Labora- 
tories, Inc., are actively engaged in 
discovering better methods for protect- 
ing records against fire. These organi- 
zations have produced standards of 
protection for insulated filing and safe 
equipment after thorough testing under 
simulated fire conditions. Labels des- 
ignating the fire-resistive ability of 
equipment are issued by the Under- 
writers’ Laboratories and the SMNA. 
The former organization acts as the 
testing center for equipment bearing 
both UL and SMNA labels. Member 
companies of the SMNA must submit 
products for testing to the Under- 
writers’ Laboratories before they are 
considered by an impartial SMNA 
committee for further classification. If 
the product conforms to established 
specifications, it is authorized to bear 
the SMNA label. 

Records are destroyed by the con- 
ductive heat of a fire as well as actual 
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HELPS YOU 


Keeps papers spillproof, secure, in place. Saves 
re-filing. Speeds finding. Ends “missing paper” 
panic.Durable, genuine pressboard folders are 
trim, firm, sag-proof. Save finding time—and 
drawer space. Fast transfers—old file slides out, 
new fastener slides in! 


ASK FOR ACCO’s new booklet ® 
“IdeasThat Save Time and Space” 
—available free at office outfitters. 

R 
Or write: ACCO PRODUCTS, GENUINE PRESSBOARD FOLDERS 
A Division of Natser Corporation, Ogdensburg, N.Y.- In Canada: Acco Canadian Co., Ltd., Toronto 


® tGo 1 


irae 


: - bes. eae a ie Pie a, er ry Si ie Sat; =a a savin ce") ae) oe a 
= Ss “Sl Ee Pa ae?” 2 ee) h|6oe 
— es fon ‘ a —s (es ee ee 2% 
: Cee eee | RS 5 4 ia i! ; a ay z 
ncy Be ek ae et. ee ee le oe | peter. -¢ ae 
n of SS OFFICE) CO get EE , a a a oe ; ee 
Magi or oe * fF ee oe } Co ears ~id . a 
mos, , oo fe oF ee ~~ ea i * 
lived aA 2 ae 4 -% i ee fg por a r ‘uaa ee 
: a 1 ae pla Suey ae he] be a wa ™ 
F re- ' a a a ae Sy. E ey — 00 eu 
. oe, ee, ae ihe a oe aw 
> as a ee a =< 2a 2 : ~~ oe : j . = ~ ieee 
they an BS a of ee aig 2 . . A = 
; r; ’ : : by Cae ij 4 pi a 
nan- . 4 | it" , = 
hree ‘ . * «+ £ ii i : 
the - ——— et 
of- | Be — oe te ' = 
F $5 * a I : : =: 
pre- eee OE , ee) a. . 
may — —— Be ae Pa er a SS - 
ex- ~ a2 a a eat e i aa ee + we far? ay 
: + i eee a 4 Pea 3 ey" aaa ae 
mi a eee || ee ie eS 
aa, Ue etl ro Bis | —_ en; 
to gan ae te eee aa ae ca i ss ae yo ssa 
iy ee f. in or Ae pe EE | ae — te; CPeusek’ 
| fig nh eats oe *. he ‘ih ka eae 5 eg , ag ee . m i eae 7 ale 
ee eee ate oa > 2 ea pee) . ae = aig 
are Oe Po imme Pod ‘i i, SA ii: ean ; 23 
to Bae hs aed ee ca A = 
, gn = ae wi 44 ‘ ba fas . sate } * Si cael - a oa 
. es Pepe. 4 pms ee 4 ‘aad aes _— ee : nl Ses 
- ee |. 
em eer. eee {ht 7s ‘ ; — 
OWS Ot: ee eis ee, Be a 
jum OT ae i feel) ta hag ra “Sits - 3 ee 
ac eee SS IF a 1 " 
4 Pee a see MS ag || || Pee oe * SSS Se as 
pa ae Se ae = EF yo ee SSS ong 
° oer eo Yl Pee Ste" SSS j ee 
an eee ear 2 ie | ee ee SS=~.. Sah ; v4 a ; 
rk- pT ae ae || Meare yt SSS ree 
fF eee RD oe ae tay, SESS, = - 
10st ne Rae qt | ed oe. ‘Sex - a 
the es ‘ic ee ———, ; fen _ 
img | Ve 9 — | ei _ _ ; ail i ie ” 
| Yj. Ay @ 
‘ac- - -* ee i 
and | n a ‘ : . ps 
uld 7 ae 2a Toe . ae” 
—" q 7... : : . . : 
rd- | j .% 
yS- ei on 
ical fy au 
hat i 
‘ire zy 
re, 
tal } & % 
nly re, 
on 1 
ore F ke 
lay wi 
ion a 
| — 
IS | Po 
is a 
ny. , ave 
ing ens 
: ae 
on ae 
ors oe 
j Ee ait 
ny <a 
he 5 (Ae : 
=C- a tol ) 
er ie 
ess ae 
ors wae 
— 4 
iT PC 59 gaan 
wi | ie 
oe a LS os sara FS Be fre a a ji 4 ‘ Po Sa 
a. sn Po ei oe ee te ee aa eae = 2a ce ew: a a oe | a 
ll a ae ay en ny ‘Tee , a es ee a So oe ec... = J tae 
an “eee yy, eel ies Peay = isa a ee a 3 os 3 ‘RIMM 7 ’ 
= 7 ee li ie . | ae ‘aa ii ‘ a: iq e% : 2 " ps - : Le 4 a - 
‘oe! 7 eer K's a ; = ine ; 4 ee Fei} . aX an Bis oh 
Bee re ste 2S : F ais 7 a F| 4 x x a ye ere a Fo * i 
MABE TS € Pia ee = * . ie a ? aa i OF Ng ok oat ue 


NEW ACME VISIBLE ROTARY 
handles more records, faster, in 


50% LESS SPACE! 


The modern Rotary look in your office 
looks even better in your books. For this PNem \—e J/ISIBLE 


revolutionary advance in record han- | 
dling saves up to 50% in high-cost floor | 
space while it gives quick access to as 
many as 250,000 records. In billing, 
order dispatching, inventory control, tab 
card filing and customer service opera- 
tions, it ends expensive waste motion. 
Work rotates to the worker with push- 
button speed! A new “Report” shows 
how Rotaries save time, money, space 
for industry, utilities, transportation. 
SEND COUPON for FREE COPY. 


World’s largest exclusive makers of visible 
record systems. 

ACME VISIBLE RECORDS, Inc. 

2111 West Allview Drive, Crozet, Virginia 
Please send free report on the “Revolution in 


Record Handling” . . . showing many types and 
sizes of power and manual Rotaries. 


NAME TITLE. 


COMPANY. 


ADDRESS. 


CITY. ZONE STATE. 
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me 


Insulated record container with combin- 
ation lock from the Mosler Safe Co. 


contact with flames; if the flame can- 
not penetrate an uninsulated steel 
barrier, the heat certainly can. Paper 
is able to withstand temperatures up 
to 350° F., but the heat generated 
during a substantial fire exceeds this 
limit by a wide margin. Therefore it 
is necessary for equipment insulated 
against fire and heat to be capable of 
withstanding high external tempera- 
tures while keeping internal tempera- 
tures below 350° F. The success of 
insulated equipment is largely depen- 
dent upon its ability to absorb heat by 
conversion of water into steam; plus 
a number of important construction 
factors. Whereas older safes depend 
upon the free moisture retained in the 
cement and water mixture used for 
insulation, newer equipment features 
insulation with water retained in per- 
manent crystalline form. The heat of 
a fire breaks down the crystals into 
water which is then transformed into 
a blanket of steam. 

The ability of equipment to with- 
stand high degrees of heat over an 
established period of time is also of 
the utmost importance. 

The Underwriters’ Laboratories has 
established five distinct classifications 
to be used in labeling fire resistive 
equipment. These classifications are 
based upon the length and severity of 
the fire endurance test, the explosion 
hazard test, and the fire impact test. 

The fire endurance test measures the 
amount of resistance equipment shows 
against temperatures determined by 
standardized fire exposure conditions. 
The explosion hazard test determines 
if the equipment can withstand sudden 
exposure to intense heat; faulty con- 
struction may cause _ hydrogen-air- 
steam mixtures in the insulating ma- 
terial to explode when exposed to 
sudden high temperatures. The fire- 
impact test determines the resistance 
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of equipment to impact when in a 
heated condition. This test simulates 
a three-story fall into the basement of 
a burning building where the product 


Binders _ 
will lie in the burning embers until f 


pay For Burst and Unburst | 
Equipment bearing the label Class Data ee ae 
A, Class B, or Class C, has been sub- ; ke ; oe 
jected in some degree to all three of 
the tests. Products bearing Class D 


and Class E labels are not subjected to NBB CABLE-POST BINDER 


the fire impact test. 


Efficient i 


aoe 
: 2 


Briefly, the classes indicated below 
show the length and severity of the 
fire exposure units bearing each label 
can withstand and the time during 
bin- which internal temperatures will not 
Co. exceed 350 degrees Fahrenheit: 


Flexible Wire Cable Posts 
Sealed in Nylon 


The new type posts straighten up without 
“kinking” and maintain vertical position 
for ease in loading... provide longer 
life without breaks. 


Class A indicates resistance to a 
can- | four-hour fire exposure reaching a 
steel | temperature of 2000°F. 


— A Class B label signifies a protec- 
7” tion against a two-hour fire exposure 
reaching a temperature of 1850° F. 


e it Class C and Class D labels show re- 
ited sistance to a one-hour fire exposure 
> of reaching a temperature of 1700° F. 


Easy to Load...Feeds from 
Top or Bottom 

Helps keep revolving type records efficiently 
current. You can add new sheets at top, remove 
obsolete sheets from bottom. Records can be 
added from either top or bottom. You méve up 
to one-half as many sheets. 


Flat Opening — No Metal 
Binding Edge to Mar Desk 


era- Class F label shows resistance to All metal parts are concealed and covered. 
era- fire exposure reaching 1550° F. for a | Top and bottom covers also have smooth 
| of period of one-half hour. | lis rounded edge. 

yen- 


Filing equipment with fire-resistive Other features include an inside channel which permits flat closing -.. easy 


t by ike ‘ i sliding fasteners to hold posts down, permit a return to upright position 
olus qualities is generally found in Classes for adding more sheets . . . nylon reinforced hinge for longer life . . . long 
ion C, D, and E, while safes are obtainable | wearing, easy-to-clean plastic covers. 

sad in higher classifications. | 

the Classifications for theft protective | 

for equipment do not coincide with those | NBB LOKA-POST DISPOSABLE BINDER 
Ires rated against fire. Such classifications | FOR LOW COST HOUSING OR STORAGE 


soot oy Ge aanran, we based on ne by | Here’s a post binder with a built-in lock that operates automatically when 
of UL and specifications conforming to you bend the posts down, plus a cost so low that you can dispose of the 
into the National Bureau of Casualty and | binder with your sheets or keep them for storage. 

nto | Surety Underwriters’ requirements. | 


The type of microfilm in common 


ith- ' use today is considered non-inflamma- 

an ble due to its cellulose acetate base, 

of in contrast to an inflammable nitrate | eat B 

) base film. Microfilm, however, suffers | —, if — st 

has more readily from heat than does | 
ons j The malleable all-metal sturdy The malleable, metal posts stay 
* | posts provide ease in loading. firmly locked in position. No 
ive The smooth, round post com- further locking is needed, 

are pletely fills the hole and does “a 

away with the tear-out problems 

of of fiat wire or flat plastic bindings. Simply press posts down. 

_ Heavy pressboard cover bends back for reading in the margin. You may 
est. | throw covers away with the records. The cost is so low it will not pay to take 
the the time to unload. Call your NBB stationer or send coupon below. 
= NatTionaAL BLank Book COMPANY gm 
one | Dept. 711, HOLYOKE, MASSACHUSETTS > 
Jen Please send folder on your Data Processing Forms Binders. 
on- 

° ) Ns inh neck ind cnncin sce iodine ot Gcnwesebesedbedsdend beceeeesenseaedeuesseunsadetsan 
air- 
na- ee ee ET er Te rE eT Tr te re TT ree ee 
to ee ee ee TO ee Tee ee ee PERT TT Ore CT TT ete ets 
re- This Wright Line Rotary File for punch- Seat thatisideantcnickinnedeakntsedekaee en tubesars sie Zone...... 
ice ed cards has 244-inches of filing space The name of my office supply dealer is: 
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Keep More Records at 
Lower Cost with Dolin 
st Saving meeieent 
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DOLIN MOBILE STORAGE SYSTEM 
es oe oer oe 


RECORDS 
STORAGE 
FILE 
NO. 65 


Low COST 


COMBINATION 
LETTER — LEGAL STORAGE SYSTEM 


1 SHELF & 2 SHELF 
BUILD-UP SHELF FILING UNITS 
Completely assembled, ready to stack. Exclusive 
feature — “add-a-door” to basic units at any 
time. 


3 
COMPLETE 
STYLES 
OF 
STEEL 
TRANSFER 
FILES 


TAB-STOR 
Holds 12 Tab Card boxes — a low cost orderly 
storage system. 

Write for Descriptive Literature 


DOLIN meta. prob. Inc. 


315 Lexington Ave. B’klyn 16, N. Y. 
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paper; extended exposure of micro- 
film to temperatures above 185°F. 
will result in a vaporization of the 
moisture in the emulsion, thereby 
rendering the film illegible. The film 
base might suffer other injuries such 
as cracking and warping. The storage 
of microfilm in equipment certified 
by the Underwriters’ Laboratories or 
the SMNA is not sufficient for total 
protection since these products are 
manufactured to hold internal tem- 
perature below 350°F. It must also 
be remembered that fire-resistive con- 
tainers depend upon the release of 
steam to protect their contents against 
damaging heat. Microfilm’s sensitivity 
to moisture as well as heat calls for 
the exercise of special precautions. 
The SMNA recommends that micro- 
film be protected by placing “indi- 
vidual rolls of film in the friction-lid 


A six compartment file (top) in the Space- 
finder line from Tab Products features a 
device for padlocking; doors recede into 
cabinet. A 30-drawer punched card file 
(bottom) from the Wright Line Inc. 


Use Readers’ Inquiry Coupon on Page 98 


DIRTY WORDS 


CAUSE TROUBLE 


AVOID TROUBLE! 


in Stockrooms, Libraries, Offices, 
Factories, Laboratories. On Boxes, 
Shelves, Bins, Trays, keep labels 
sparkling clean in crystal-clear 


HOL-DEX 


The seamless, transparent, plastic, 
self adhesive Label Holder keeps 
labels clean indefinitely. Sticks 
securely with a gentle touch. 


5 FACE WIDTHS 
0", Ya", Ye", 1”, 2” 


6” STANDARD LENGTH 
Easily cut to smaller sizes. 
Lengths to 36” if desired. 


7 TRANSPARENT COLORS & CLEAR 


Get a FREE SAMPLE. You'll think of 
a dozen uses for HOL-DEX! Ask your 
stationer or supplier or write for 
folder and sample. 


CEL-U-DEX 
CORPORATION 
New Windsor, Newburgh, N.Y. 


NEXT MONTH 
“TOOLS” 


Books of Interest to 
Office Administrators 


NO COSTLY SHELVING NEEDED WITH 


CONVOY “Chem-Board’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 


tin can: 
tect the 
file the: 
identific 
placed 

If o 
fire-resi 
comple 
should 

what c 
tive it 

busines 
conside 
SMNA 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. 
assembled, ready for use. 
NOW-smooth, staple-free 
fronts make them suitable 
even for ‘front-office’ use. 
Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 
STATION B, BOX 216-0 
CANTON 6, OHIO 
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tin cans in which they come to pro- 
tect them from harmful moisture, and 
fle these in their cartons — properly 
identified — in fire-resistive containers 
placed within fire-resistive vaults.” 
If one ignores the advantages of 
fire-resistive equipment because of 
completely adequate insurance he 
should make certain he knows exactly 
what coverage he has and how effec- 


#@ |iive it would be in reconstructing his 


business. It would benefit everyone to 
consider a warning issued by the 
SMNA, “Standard Fire Insurance 


Each modular unit of cabinet (top) holds 
1S reels of tape; Record Files Inc. Cab- 
inet for rolled document from Plan Hold. 
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Policies do not insure or replace the 
vital records of a business but require 
them as proof of value of losses.” 


There are policies which insure | 


against the loss of valuable records, 
but such a policy cannot insure 
against the loss of the intelligence 
which produced the original record if 
that intelligence is no longer avail- 
able. It is also difficult and expensive 


to reproduce lost records if they can | 


be reproduced at all. Time is also of 
the utmost importance; a firm which 
cannot begin to function soon after a 
fire may never resume operations. 
The insurance placed on accounts 
receivable records can often be re- 


Ask about 


BARKLEY 
Open Shelf File Supplies 


Open shelf filing is a “must” where 
space is at a premium for there 

are no space consuming drawers 

to be opened. Barkley open shelf file 
supplies make hundreds of files visible at 
one time; permit filing higher than 

eye level; permit using all the valuable 
floor space, and cost less to operate 

too. Ask us for complete information. 


C. L. BARKLEY & CO. 


Founded 1921 @ All Phones MOnroe 6-706! 


1220 W. VAN BUREN ST. * CHICAGO 7 


TABULATING | 
FOR : 


AUTOMATED 
SYSTEMS 


We manufacture a wide 
line of Tabulating Card 
Guides in.plain, flat, 
double insertable cellu- 
loid, metal and flat 
angled insertable cellu- 
loid tabs. 


Card Guides available 
in Pressboard or Vulcan- 
ized Fibre stock. 


DEALER : 


SMEAD MANUFACTURING CO. | 


HASTINGS, MINN. 
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All-Steel Equipment Inc. files are arranged in color patterns. 


Dee 


“YES SIR! 


we all need new chairs... 


1 , 
(Cramer |/-LINE 
1500 SERIES 


“You’d be amazed how much more 
work I could turn out if I had a 
new Cramer chair. But you need 
one, too, boss, and so do your 
visitors—especially for those long 
conferences! Cramer chairs for us 
have finger-tip controls that adjust 
to fit anybody! And the side chairs 
have ‘Wall Saver’ rear legs. 

Cost? Lowest you’ll find anywhere 
for comparable quality! And I'll 
make you a bet . . . they’ll pay for 
themselves in better work.” 


MODEL 1500 


MODEL 15C-22 


CALL YOUR 
CRAMER DEALER 


or write for complete details — 


POSTURE CHAIR CO., INC. 
625 Adams, Dept. OM-11, Kansas City 5, Kansas 
Use Readers’ Inquiry Coupon on Page 98 


rooisfor rarforic 


duced up to 40 per cent by protecting 
the records with fire-resistive equip. | 
ment. One must also not forget that 
many government and state regula- 
tions require the safe-keeping of . 
original documents. 

Many factors influence the classifica- 
tion of records—and their relative im- 
portance to your business; for the most 
part, they can only be determined by 
you, with the intimate knowledge of ! 
your operations. 

For the complete listing of manv- 
facturers and equipment of insulated 
filing equipment and safes see the 
OFFICE MANAGEMENT “Trends 
and Forecast” issue, January, 1960. 


(Top) Wright Line Rotary punched card 
file. (Center) Master Ferris Rotary card 
file from General Fireproofing. (Bottom) 


McBee Keysort portable file. 
OFFICE MANAGEMENT 
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ment way out of proportion to the cor- 
rection involved; top management 
should take this into consideration 
' when confronted with an office major, 
turning himself into a whirling dervish 
every third or second day. This is not 
efficiency, but mayhem. It should not 
be tolerated. It is a barrier to full 
rapport as between a manager and his 
staff and has to be controlled. 
A good rule for superiors to observe 
is never to undertake a reprimand 
when angry or upset. Allow for a 
cooling off period. When we can see 
both sides of an issue we will be able 
). to handle the issue better. Another 
. | good rule here is: Do not descend to 
ithe level of an offender. Bring the 
offender up to your own level and get 
him or her to estimate the position. 


Say it tactfully! 


Precisely such an approach has 
been developed by Mrs. FT, a super- 
visor in the office of a large insurance 
company. 

“I recognize that everybody is hu- 
man and makes mistakes,” Mrs. FT 
inserts in a reprimand. “But put your- 
self in my place. I want to be fair. I 
want to please everybody. Can I if 
people won’t cooperate? I must see 
that people give value; that they obey 
the rules of the company. What do 
you suppose will happen if I overlook 
my duties? How long do you think I 
will hold my job? You can see then 
why I talk to you as I do and why I 
appeal to you as an associate and 
friend to work with me.” 

Take pains. Mind the details. This 
is the great central requisite that runs 
like an unbroken thread through the 
broad, complex fabric known as the 
superior-subordinate relationship. 

As Charles (GE) Wilson, imparted 
) to his successor, Ralph Cordiner, when 
the latter took over, “Ralph, I could 
sit and talk to you for hours on the 
responsibilities and duties of manage- 
ment. But let me leave with you only 
this thought: Everything is made up 
of details. And Ralph, there are no 
minor details. All are major and 
important.” 

Dr. Raymond B. Cattell, research 
professor of psychology at the Uni- 
versity of Illinois, has had a go of try- 
ing to make it easier for executives, at 
all levels, to handle people. He has set 
up twelve broad categories of positive 
| and negative makeups into which, Dr. 
Cattell holds, most people fall, and has 
80 identified these makeups that each 
semaphores a fairly defined manner of 
reaction, indicating not only what 


, 


ee 


NOVEMBER 1959 


Never give a reprimand when angry 
(From page 47) 


—-—- 


“NO SIR! you'll never find 


1 Le sa 
Se 
. 


8 

9 

10 

11 

executives might expect but how to 12 
handle the types. 

The categories are: Ss 

Positive 3. 

1. Participating 4. 

2. Clearheaded 5. 

3. Mature 6. 

4. Dominant yf 

5. Socialized 8 

6. Enthusiastic 9 

7. Poised 10 


a chair value to match 


-LINE 


1500 SERIES 


“Relax, boss! I’m not going to 
suggest you spend a fortune... 
because this chair is the biggest 
value of them all. But it will give 
you the most comfort . . . and it 
will help you get through these 
long busy days. And like all the 
Cramer V-line series, it has 
finger-tip adjustments .. . 
replaceable seat covers .. and 3” 
foam seat cushions. With a 
Cramer, you are ‘backed by the 
best’! (I’d like the matching 
secretary’s chair, too).” 


CALL YOUR 
CRAMER DEALER 


or write for complete details 


POSTURE CHAIR CO., INC. ‘i 


625 Adams, Dept. OM-11, Kansas City 5, Kansas 
Use Readers’ Inquiry Coupon on Page 98 


. Independent 
. Adventurous 
. Vigorous 

. Excitable 

. Accepting 


. Withdrawn 


. Dependent 
. Fearful 
. Fatigued 


Negative 


Dull 
Childish 
Submissive 
Boorish 
Melancholic 
Sensitive 


MODEL 1523 
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3-SPEED ¢ 4-TRACK 
TAPE RECORDER /PLAYBAC 


tells you 

*¢what was said 
« how it was said 
ewho said it 


Minutes, hours, months after the con- 
ference, every word, every nuance of ex- 
pression is faithfully preserved on tape 
with the Tandberg 4. 


The Tandberg 4 adds pinpoint accuracy 
to your post-conference decisions. Whis- 
per-quiet, unobtrusive, casy to operate, 
it will record up to 17 hours on a stand- 
ard 7” reel of tape! Its handsome, wood- 
grained mahogany finish is a compli- 


ment to the good taste of your office. 


Complete with microphone, input-output cables, lug- 
gage carrying case, take-up reel, instruction manual, 


$349.50. 


ACCESSORY REMOTE CONTROL FOOT PEDAL 
Tape recorder will operate only when foot pedal is 
depressed; stops when foot pedal is released. You can 
record only pertinent sections 
of conversations. Or, your sec- 
retary can transcribe entire 
conversations without constant 
rewinding to locate skipped | 
portions. 


TANDBERG 4F (same as Model 4, but com- 
plete with remote control foot pedal and 4-ft. 


cable) $399.50. 


Want more information? Drop a card to Dept. O11 


Tandberg of America, Inc. 


8 Third Avenue * Pelham, New York 
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11. Phlegmatic 
12. Suspecting 


A very important point has been 
made by Dr. Cattell. Capable, even 
extraordinary people, he maintains, 
are just as likely to be found in one 
category as another. An_ individual 
may fall into the category of the 
fatigued, the fearful or even the 
melancholic. It does not necessarily 
follow that this is how the man or 
woman will always react. 


Frequently—and this is the crux of 
the issue—it is a matter of how a per- 
son is handled that will determine 
whether the person reacts deep in his 
pattern or is less enveloped by it, for 
better or worse. To illustrate: Dar- 
win, the developer of Evolution, and 
Chopin, the immortal composer and 
piano virtuoso, were among _ the 
fatigued, Dr. Cattell asserts. Among 
the melancholic is a man who has 
gone down as great in action as in 
thought, Abraham Lincoln. It is Dr. 
Cattell’s thought that superiors use the 
categories to grade, not for the pur- 
pose of relegating people to water- 
tight compartments, but as possessing 
dominant trends or patterns of reac- 
tion which must be countered or 
canalized, as the case might be. 


Analyze character first 


And not so fast. First we must ap- 
proximate the variable of our own 
makeup. Then attuning carefully, we 
confront the variables of the men and 
women in our charge. It is clear that 
the participating are not to be con- 
tacted along the same lines as the 
withdrawn (See guidance chart). The 
clearheaded do not require the prod- 
ding that probably must be adminis- 
tered to the dull. 

There are, of course, gradations, 
fragmentations of the impact. 

Take, for example, the boorish. 
They are scarcely manna from heaven. 
But it could be that, as opposed to the 
socialized, the boorish may be molded 
into good material, whereas the social- 
ized, conceivably dissipating energies, 
flying hither, thither, might never 
make the grade. 

It is why the fine comb, not the 
cudgel or club is necessary. Balancing 
elements such as these explain why 
supervisors may be kept awake nights; 
the requisites for precise judgment and 
tact weigh down the supervisory role 
with the ceaseless coils of the everlast- 
ing inscrutables. 

“T never realized there was so much 
to it,” Mrs. Mary C. Roebling, chair- 
man of the board of directors and 


Capitalize on personality patterns 


president of the Trenton Trust Co. of 
Trenton, New Jersey, has expressed it 
for most at the supervisory level. Mrs, 
Roebling is the first and only woman 
ever named to the Board of Governors 
of the New York Stock Exchange and 
comes well qualified to express the 
managerial side. 

“I never understood,” Mrs. Roe- 
bling told a meeting of the National 
Secretaries Association at the Waldorf 
in New York, “that the leader in bus- 
iness must carry so much responsibil- 
ity. She is the one who must make the 
decisions involving many persons; yet 
be willing alone to take the respon- 
sibilty for the success or failure which 
waits upon that decision. She must 
take the blame or share the credit, if 
it comes. She must bring her subordi- 
nates into her confidence and be will- 
ing to listen to their views and their 
advice, yet be able to separate the 
good counsel from the bad, and act 
accordingly. She must be prepared for 
abuse from those not fully informed, 
from the unthinking and the envious. 


Many who exert themselves to uplift | 


others meet the accusation that they 
are seeking personal gain.” 

Equating supervision with maturity 
as well as ability, Mrs. Franklin D. 
Roosevelt, similarly, has expressed the 
supervisor’s problem in terms that are 
ideally realizable as well as _praise- 
worthy. 


“A mature person,” Mrs. Roosevelt 
has held, “is one who does not think 


only in absolutes, who is able to be |, 


objective even when deeply stirred 
emotionally, who has learned that there 
is often good and bad in all people 
and in all things, knowing that in this 
world no one is all-knowing and there- 


fore all of us need love and charity.” | 


Can more be said, for supervisors 


>, 


——— 


or subordinates, and still be as 


pertinent? 


Killian succeeds Douglas 
on IBM board 


International Business Machines 


Corporation has announced the elec- | 


tion of Dr. James R. Killian, Jr., as 
a director to succeed Edward M. 
Douglas. 

Dr. Killian is Chairman of the Cor- 
poration of the Massachusetts Insti- 
tute of Technology, and former chair- 
man of President Eisenhower’s Special 
Advisory Committee. He remains a 


member of the latter committee. Mr. | 


Douglas, who retired from IBM as a 
vice president in 1954, served on the 
board for more than 11 years before 
his resignation as a director. 


OFFICE MANAGEMENT 
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ASE desks 


You’ll be proud of this furniture for a long, long 
time. Proud of its looks and, equally important, proud 
of its fine quality, careful attention to detail, and cor- 
rect design that helps lighten work. You'll like the 
smooth work tops that stay smooth . . . desk drawers 

that operate easily, quietly. You’ll appreciate the 
rounded, smoothly finished corners on desks and chairs 
... nothing to snag a nylon or scratch a shoe. And the 
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make work a pleasure...efficiency a habit.. 


and keep their good looks for years 


lustrous finish, Bonderite protected, will hold its color 
and gloss for years with a minimum of attention. 

In the ASE line you have-a wide selection of styles 
and finishes, matching colors or harmonizing tones, in 
desks, chairs, credenzas, filing cabinets. Ask your ASE 
dealer to show you why you get more for your money 
. . . in beauty, efficiency, and long life . . . when you 
buy ASE furniture. See him soon. 


ALL-STEEL EQUIPMENT Inc., Aurora, Illinois 


Desks « Chairs - L-units + Credenzas + Tables 
Bookcases + Filing Cabinets + Storage Cabinets 
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Furniture shown from Davis Upholstery Company, High Point, N. C. } ~ 
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Offices pen 
T 
that due 
lo ok Every office can have a highly rated, successful | cur 
j, look—and economically, too, with "Fabrilite”* viny! te 
ahead... look great upholstery. Proof? The executive suite shown. It's | - 
in upholstered in amazing "Fabrilite” Elegance that looks po 
a durable like finest custom fabric... yet sponges away marks “ad 
lu 
and soil, keeps its smart appearance for years. "Fabrilite” | fur 
s ; fee 
Fa bri i ite is a business proposition that can't help but pay off! = 


are VINYL UPHOLSTERY = 
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BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY Ol] D(INT 
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/ %#‘FABRILITE’’ IS DU PONT’S TRADEMARK FOR ITS ELASTIC-SUPPORTED AND COATED VINYL UPHOLSTERY 
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Five Netherlands 
factories form U.S. 
organization to offer 
matched units — 


NEW ENTRY in the increasingly cos- 
mopolitan American business scene is 
§ office furniture from Holland, now be- 
ing offered in this country by Neth- 
facts (Netherlands Furniture Factor- 
ies). Representing five different furni- 
ture firms in the Netherlands, Neth- 
facts stresses that the offerings are dif- 
ferent in individual detail but that all 
pieces have been designed to coordin- 
ate with each other. Thus, if a pur- 
chaser chooses several pieces from one 
NCJ manufacturer, but wishes another unit 

| Ina different finish or wood, he can 
order it through his local franchised 


retailer from another of the five fac- | 


tories included in Nethfacts. 

The advent of this new furniture is 
due largely to a “rebellion,” which oc- 
»ssful | curred about five years ago, of a 
: group of young Netherlands furniture 
vinyl designers against the heavy, traditional 
n. It's | style of furniture that had been pro- 

k ' duced in Holland for generations. In- 
looks donesian born Kho Lian Te, one of 
narks | the young designers, and the first 
.,.» ) Dutch National to win an award for 
rilite’ | furniture design in the International 
y off! competition held at Gantu, Italy, in 

1957, explained during an interview, 
“The Dutch are a thrifty people. They 
NT hate to throw things out. Furniture 
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» | New, contemporary Dutch furniture 
is introduced for American offices 


and FURNISHING 


on 


Units are reminiscent of Scandinavian furniture, but more solid, rugged in feeling 
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Versatility, sturdy grace are keynotes— 


man 
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Pieces employ rich textures of teak and walnut 


was made to last for generations—and 
looked: it. We feel that our new de- 
signs still reflect the character of Hol- 
land—sturdy and dependable, but at 
the same time free, experimental, con- 
temporary.” Nethfacts emphasizes that 
while the new furniture retains the 
solidity, dependability, and durability 
characteristic of all Dutch products, it 
gives, at the same time, a sense of 
“freedom, ingenuity, and confidence 
in the future.” 

In their new furniture creations, the 
young Dutch designers have attempted 
to convey the new post-war personal- 
ity of the Netherlands. Prizes won at 
international competitions, as well as 
the reception given their work by 
tradesmen both here and _ abroad, 
would indicate that they have succeed- 
ed admirably. 

Furniture is being offered through 
franchised office furniture dealers 
throughout the country. Nethfacts 
headquarters and showrooms are loca- 
ted at One Park Ave., New York. 
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Both the “avant-garde” and traditional are suggested in this Dutch “new school” cabinet-bar 
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When officers of both merging compan- 
ies assume new roles in new organization, 
it’s wise to give them exactly equal offices, 
as was done by Carr in office of chair- 
man of the board (left) and of president be 


When merger’s 
in the air — 


DON’T POSTPONE PROPER SPACE PLANS 


WHEN TOP MANAGEMENT works 
out complex problems of a merger, it 
undoubtedly gives careful attention to 
each detail of its financial and business 
implications. Ordinarily, however, rel- 
atively little thought is given at the 
beginning to its physical aspects. J. 
Gordon Carr, an architect specializing 
in office planning for dozens of Amer- 
ica’s largest corporations believes that 
companies planning mergers should 
have a qualified architect-office plan- 
ner on the team, the same as lawyers 
and accountants. By so doing, says 
Carr, many problems can be properly 
evaluated well in advance and solu- 


tions reached which will contribute to 
a smoother integration of the compan- 
ies involved. A hit or miss approach, 
which often happens, can not only re- 
sult in a waste of valuable space and 
loss of countless man hours, but a 
more serious risk is run—that of en- 
dangering morale. 

Carr is well qualified to offer advice. 
Recently, each of two corporations 
whose new headquarters offices were 
being planned by his organization 
merged with another company before 
moving to their new buildings, more 
than doubling the amount of space 
each required. (To page 74) 
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(below) of merged organization. 
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PLAID DESIGN 
Celotone’ Tile 


A striking new idea in acoustical ceilings... 
beautiful travertine-fissured tile with striated 
design that adds textural interest. Incombustible 
mineral fiber. Perfect wherever you want perma- 
nently efficient sound conditioning plus ultra- 
smart distinction. Office appearance . . . employee 
comfort and efficiency . . . these, too, benefit from 
this investment in Quiet plus Beauty. 

Your Acousti-Celotex Distributor offers the 
widest selection of products and installation 
methods and invites you to take advantage of his 
expert Ceiling Consultation Service in the early 
planning stages. No obligation. 

Because he is a member of the world’s largest 
acoustical organization, your Acousti-Celotex 


Distributor alone can offer technical skill 4° 


and product superiorities resulting from Ak 2 
34 years of Celotex leadership in PS 
sound conditioning. eo PS 


(inset) Striations on each 12 in. x 12 in. tile create 
overall plaid design without visible joint lines. 


Acousti-Gevotex 


REGISTERED 


U. S. PAT. OFF. 


Louudl Colt 


Products to Meet Every Sound Conditioning Problem. .. Every Building Code 
The Celotex Corporation, 120 S. LaSalle St., Chicago 3, Illinois 
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nearest Acousti-Celotex Distributor. 


The Celotex Corporation, Dept. O-119 
120 S. LaSalle St., Chicago 3, Illinois 


Without cost or obligation, please send me your booklet 
“Sound Conditioning for Office Workers” and the name of my 


a 


Address 
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Want a new idea 
in office furniture ? 


See the idea-portfolio 
of Peerless equipment - - - 


Something new in office furniture that’s flattering in design, 
flattering to your business taste for finer office furnishings. 


There’s many an arrangement of smart groupings in the Peerless 
Idea-Portfolio No. 141. 


Leading designers call this new modular “Peerless Designer 
Line” the perfect answer when making design proposals. By any 
other terms, you owe it to your organization to make it a part of 


your next proposal when refurbishing your executive offices. 


Remember, ask your nearby authorized Peerless Dealer, or 
write us direct, for your copy of Idea-Portfolio No. 141...a 
copy will be in the return mail. 


PEERLESS 
STEEL EQUIPMENT CO. 


6600 Hesbrook Ave., Philadelphia 11, Pa. 


NEW YORK CHICAGO SEATTLE 
LOS ANGELES HOUSTON 
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One was General Telephone which 
merged with Sylvania. The other was 
Corn Products which merged with 
Best Foods. Still another Carr client, 
the House of Seagram, merged its sev- 
eral separate companies into one or- 
ganization before moving into its Park 
Avenue building. 

There are obviously two different 
situations to consider in offering sug- 
gestions to companies planning a 
merger. 

One situation describes companies 
which merge at a time when there will 
be a move to new quarters. The other 
occurs when two companies merge, 
but due to space limitations in each 
firm’s building, are forced to continue 
in their respective quarters. 

In both cases, Carr believes, the 
companies would be wise to call in a 
qualified architect-space planner at the 
earliest possible time. They must feel 
that this consultant will be discreet in 
a highly confidential situation and is 
capable of understanding the complex 
nature of the problems. 

Let’s look at the merged companies 
moving to new quarters. In many 
cases, when the company begins in- 
vestigating new locations, the merger 
is only a possibility in the minds of a 
few top executives. They should tell 
their space consultant of such possible 
expansion, in general terms if neces- 
sary, so that he will guide them into 
situations which can be greatly expand- 
ed if need be, and draw plans with ma- 
jor expansion in mind. For example, 
Carr has had firms begin by planning 
50,000 square feet and end up with 
125,000 square feet before moving in. 
This additional space had to be avail- 
able in the building of their choice. 
Selecting a new building would have 
been a costly alternative. 

Also, merger-bound companies 
should be sure, when considering a 
space-planner, that he has the capacity 
besides the experience, to take on the 
double load at short notice. 

The doubling of requirements dur- 
ing planning affects a variety of phy- 
sical conditions; heating and air-con- 
ditioning, employee facilities such as 
the lunchroom, the medical clinic and 
lounge, stenographic pools, central 
filing, and quite significant, the eleva- 
tor changeover problem which could 
cause a complete realignment of de- 
partments. You can’t double the size 
of a department without running out 
of space on a series of floors serviced 
by one bank of elevators. Rather than 
split the department or several depart- 
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Design simplicity—versatility—economy—ease of mainte- 
nance—durability: E-Z WALL Movable Partitions offer 
all these advantages, plus an unequalled bonus in beauty. 

Incombustible mineral panels are framed with anodized 
aluminum trim members. With three basic components and 
less than 30 individual parts they are easy to assemble, dis- 


. UNITED 
STATES 
GYPSUM 


movable partition ~— 


movable partitions by U.S. G. 


the greatest name in building 


mantle, and use again as your space requirements change— 
true long-range economy. Yet the original cost of E-Z 
WALL is usually appreciably less than that of comparable 
partitions. 

For full details, see your nearby U.S.G. Partition Con- 
tractor, or mail the coupon below. 


United States Gypsum 
Dept. OM-93, 300 W. Adams St., Chicago 6, Ill. 


0 Please send illustrated booklet about the E-Z WALL Movable 
Partition System. 


0 / am interested in a demonstration of the E-Z WALL Partition. 


STATES Name 


Company 
Address 
City 
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ments which generally function closely 
together, the company must realign 
them for greatest efficiency under the 
new set of circumstances. 

Such a realignment can be even 
more complex in the second basic situ- 
ation involving two companies which 
merge and remain in their respective 
quarters. 

Here it is ordinarily desirable to 
bring top executives and the depart- 
ments closest to them together. In or- 
der to do this, the company and its 
office-planner must prepare the blue- 
print which calls for moving certain 
departments “out” to make room for 
bringing the top executives together. 


Such departments as sales, engineer- 
ing and research, can, in certain com- 
panies, thrive and grow away from 
immediate proximity to top manage- 
ment. The plan is carefully developed, 
usually with the several alternatives in 
view until it is finally determined by 
analysis of space and function which 
will best fit where. 

Many companies, for example, will 
find that a department not tied in with 
national headquarters administration, 
such as regional sales, will actually do 
better in its own location. 

One of the inherent problems of 
company mergers stems from the very 
nature of the situation—that of com- 
bining two managements into one. It 
is automatic that many titles will 
change. 

Companies can go a long way to- 
ward maintaining high morale while 


integrating management staffs by pay- 
ing close attention to the physical 
quarters which will house these execu- 
tives. 

“The most successful rule to fol- 
low,” says Carr, “is to be sure that 
each man’s physical facilities are at 
least equal to or better than those be- 
fore the merger.” 

For example, in a recent reorgani- 
zation involving the integration of 
chief executives, each man’s office in 
the new location is of equal size and 
impressiveness, and each has free rein 
as to decor and furnishing. 

Companies may also use these so- 
called status-symbols to keep execu- 
tives comfortable. For example, if in 
a merger the space restrictions in ex- 
isting buildings will not permit the 
proper sized office for the position, an 
executive's status might be proclaimed 


Richard L. Ganzi 
President 
Paul B. Mulligan & 
Co. Inc, 


The original work papers for the 
development of these figures are on 
file at the offices of Paul B. Mulligan 
& Co., Inc., 405 Lexington Avenue, 
New York City, and are available for 
review upon authorization of The 
Traveletter Corporation. 


(Signed) Richard L. Ganzi, President 
Paul. B. Mulligan & Co., Inc. 


Descriptive Brochure on Request 
“'Traveletter’”’ Reg. U. S. Pat. Off. 


TRAVELETTER CORPORATION ® 


what does it cost' 


to write acheck for travel rei 


mbursement 


The well known Management Consulting firm of | 


Paul B. Mulligan & Co. Inc., of New York has made 
an extensive survey on this question. If you mentally 
checked the 60¢ figure, you would be closest to being 


right. In some cases the cost can soar to $1.34. These _ 


figures are the result of studies made in firms with 
10 to 1000 salesmen. This 60¢ figure represents a 


check-writing operation with the most modern elec- | 
tro-mechanical devices available. The cost of man- | 


ually preparing a check could run higher.* 


If you have traveling personnel, and are accustomed 
to reimbursing them for travel expenses, it is costing 
you from 50¢ to 57¢ for each reimbursement check. 


You can substitute the Traveletter® System for re- 


imbursement of these expenses, under the soundest | 


method of control yet devised, at far less cost and 
eliminate these expense checks. Traveletter will also 
result in other surprising savings, eliminate delay 
and home office headaches, and enable your travel- 
ers to get immediate reimbursement for expenses 
wherever they may be. 


Traveletter 


+++ Modern System for Handling and 


Controlling Travel Expenses Since 1894 
GREENWICH 6, CONNECTICUT 


Use Readers’ Inquiry Coupon on Page 98 
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by such treatments as: 


1. The desk—custom designed to 
his requirements. 
Communications equipment — 
| built in to meet his requirements. 
3. - Carpeting. 

4. Draperies, in addition to vene- 
tian blinds. 

5. Special wall coverings such as 
vinyl fabric or grass cloth. 

6. Special lighting—one large panel 
over his desk, incandescent 
down-lights throughout the 
room, and in some cases rheo- 
stat controls. 

7. Such accessories and other fur- 
nishings as paintings, lamps, 

| conference area furniture, etc., 
| space permitting. 


tN 


Air Force orders leased wire 
system from Western Union 


Western Union will construct a vast 
_ microwave beam system to meet an 
order placed by the U.S. Air Force for 
a high-capacity communication  sys- 
tem, it was announced last month. The 
new transcontinental leased wire sys- 
tem will be one of the largest ever 
provided by Western Union, and 
could give the company’ 12,000 
telegraph circuits for its own needs, 
in addition to the Air Force facilities. 
Leasing cost of the communications 
system for the Air Force will range 
in the neighborhood of $5,000,000 a 
year, and will provide Western Union 
with “vastly augmented facilities for 
utilization in leasing other private 
wire and data processing systems.” A 
series of towers about 200 feet in 
height will relay radio beams flashed 
automatically along the route to the 
final destination. The system, authori- 
ties say, will not be affected by electri- 
cal disturbances, snow, ice, or other 
| adverse weather conditions. 
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ii. which it Hiiees capital for an added truck crane line 


“Our Monroe Accounting Machine has saved us $6,325 in accounting and *Popular name for the Monroe Accounting 
clerical costs during its first year,” tells Emil A. Florio, Treasurer of Gar § Machine. Because it saves money by lowering 
Wood Company, truck and truck equipment retailer and wholesaler of your accounting costs... makes money by free- 
Boston, Massachusetts. “With this money we were able to invest ina new _ ing capital for your business to grow on. 

line of traveling truck cranes to broaden our service.” 


The Gar Wood-Boston story is typical. For an investment of $1,195, they f FREE CASE HISTORIES ---— 
got cash savings right from the start, then year after year of dependable Address request on your company stationery for 
money-saving operation. Smart business managers the country over are find- 


free book of case histories of companies who 
: fs a found money to grow on with Monroe Machine 
ing new money to grow on when they change from pen-and-ink or anti- 

quated machine bookkeeping to Monroe Machine Accounting. 


Accounting. Write: 
As little as $750 buys it. Find out the facts. —_ 
| a 


Accounting Machine Dept. 10 
See the MAN from MON ROE 
/ for CALCULATING 


Monroe Calculating Machine Company 
ADDING - ACCOUNTING 


Orange, New Jersey 
(A A DIVISION OF LITTON INDUSTRIES DATA PROCESSING MACHINES 


ee et et et et et et 


Monroe Calculating Machine Company, Inc., Sales and service in principal cities everywhere. General offices, Orange, N.J. 
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NEW PRODUCTS 


oe 


a 
Binding Machine 1 
Portable, desk-top punching and 
plastic-binding machine weighs less 
than ten pounds, and measures 15% 
by 14% by 6 inches high. Called the 
Com-Bind Bindak, the unit is finished 
in brown and beige with chrome-buff- 
ed trim. Price is around $200. Ameri- 
can Photocopy Equipment Co., Evan- 
ston, IIl. 


Intercom 2 

Master station of fully transistorized 
intercommunications system has 
“magic-eye” which indicates who has 
called if the executive is away from his 
desk. Features hands-free operation, 
right-of-way priority; comes in stand- 
ard walnut or metal cabinet. Dicto- 
graph Products Inc., 95-25 149th St., 


Jamaica, New York. 


“The printer 
said $600 


...and we couldn't afford it” 


Doing without sales-building literature because “outside” printing is 
too high? Then you’ll welcome the Rex-Rotary D-280. It turns out 
attractive printing that has a professional look—illustrated catalogs, 
folders, mailers, reprints—right in your office! 

Prints pictures...any type...any illustration—in black, in colors. 
Anyone can operate the modern Rex-Rorary. It prints thousands of 
copies automatically (stops automatically, too). It’s fast...easy... 
clean (sealed ink cartridges prevent messy fingertips!) Unique ink 
control assures uniform printing! And note: at the touch of a lever, 
letter-size stencils print without masking (a Rex-Rorary exclusive). 


You’ll also want to know 
about the amazing ELEcTRO- 
Rex...the automatic stencil- 
maker that cuts stencils 
electronically! At the flip of a 
switch it transfers, to the stencil 
or offset plate, type proofs, clip- < 
pings, photos, drawings—ex- — 
actly like the original. 


the OFFICE printing press 


For full information, or dem- aa —., 
onstration, send coupon. REX -ROTARY 
NE Gee ee EE a a a Ce el 
Rex-Rotary Distributing Corporation + 387 Fourth Avenue, New York 16, N. Y. » MU 4-5405 
(J send me detailed literature 


i inting. Please 
| am interested in office printing. Pleas [1] arrange to show me a demonstration 


Name Title Firm 


Address Phone OM-11 
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Checkwriter 3 
Model T-254 check disbursement 
machine features: multi-color ribbon 
with indelible dye; key locking con- 
trol; signiture etched in electrolytic 
copper over “fingerprint whorl” back- 
ground; signiture plate can only be 
removed with control key. In one 
operation the machine dates, records 
the amount, and signs the check. Bur- 
roughs Corp., Todd Co. Div., 1150 
University Ave., Rochester 3, N. Y. 


Grows oH 
aes 


Colored Desk 4 
New Doric line of modular office 
furniture stresses simplicity of design 
and unit flexibility. Desks in series are 
available with marble, plastic laminate, 
and a variety of wood tops; steel, 
brass and aluminum frames with a 
wide range of color panels. Corry 
Jamestown Corp., Corry, Pa. 


Sharpener 5 
The “Dandy” Super-10 is created | 
especially for executive use; unit can 
sit on its mar-proof base-pad as desk- 
top accessory. Available in five deco- | 
rator colors. Apsco Products, Inc., 
P.O. Box 840, Beverly Hills, Calif. 


OFFICE MANAGEMENT 
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1,500 LINES | 
PER MINUTE! 


PRINTED ELECTRONICALLY 
ON CONTINUOUS FORMS! 


eee e tee ee ee eee ee 


Here is automation at work! 

Continuous forms—invoices, orders, 
statistical records—go through high-speed 
printers faster than the eye can follow. 
Magnetic tape supplies the data—printed 
at the rate of 1,500 lines per minute! And 
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Nekoosa makes the paper it’s printed on. 
Paper that must combine strength (for 
dependable, non-stop performance) 

with lightness (for multiple carbon 
copies). Another example of 

the way America Does Business 

on Nekoosa Papers! 


oereeeee 


= 
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NEKOOSA-EDWARDS PAPER COMPANY 
PORT EDWARDS, WISCONSIN 
_ Mills at Port Edwards and Nekoosa, | 
Wisconsin, and Potsdam, New York — 
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>» Typist’s Desk 6 

Walnut receptionist desk has Typo- 
Lift desk drawer which acts as a type- 
writer storage area as well as a typing 
platform. Cottonsmith Furniture Mfg. 
Co., Winston Salem, N. C. 


q Insulated Chest 7 

Insulated, fire-resistant storage chest 
accommodates two posting trays with 
a capacity of 2,000 ledger sheets per 
tray. Chest is certified by UL to with- 
stand temperatures up to 1700° F. for 
one hour. Key lock is standard equip- 
ment. Ever-Safe Co., Div. of Schwab 
Safe Co., Lafayette, Indiana. 
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BS for Every Office Job 


New Illustrated Guide Saves Days _& 


a oS 


of Comparative Testing—Prevents _—~ 
Costly Errors—Makes it Easy to <3 


Train Office Personnel a 
TELL US WHERE TO SEND YOUR COPY <xy 
FOR 10 DAYS FREE EXAMINATION ~ 


This new guide will help you select the exact machine to fit the 
specific job you have to do. In purchasing busi machines, it 
can provide the right questions to ask and help you avoid paying 
for expensive features not necessary to your operation. Scores of 
different types of business machines are covered—from the little 
known details of machines common to every office, to the auto- 
matic machines now being used or considered by all progressive 
businesses. It will provide you and your staff with a clear under- 
standable picture of the essential features and important differ- 
ences in all kinds of modern office equipment. 


Office managers are finding Today’s Business Machines invaluable 
in training personnel—by helping them to understand the basic 
function of each machine they use. It can point out money- 
saving practices that you may not even realize are possible. Now 
being used for handy reference by business schools and sales 
training classes. 


YOURS FOR 10 DAYS FREE EXAMINATION 


Just use your name and address on the coupon and we will send 
you ‘*Today’s Business Machines” to examine FREE. When you 
see how it can save money and costly errors simply pay the low 
price of $4.95 plus postage. Or return the book within 10 days 
and owe nothing. 

AMERICAN TECHNICAL SOCIETY, Dept. OF-8 

844 East 58th Street, Chicago 37, Illinois 


AMERICAN TECHNICAL SOCIETY, Dept. OF-8 


-- MAIL THIS FOR FREE EXAMINATION ---------- 


BUSINESS MACHINE 
OPERATIONS 
Covered By This Guide 


Typewriters 

Dictating Machines 
Office Duplicators 
Microfilming 

Adding Machines 
Calculators 

Cash Registers 
Posting Machines 
Accounting Machines 
Electric Bookkeeping 
Payroll Machines 
Punched Card Machines 
Automatic Sorters 
Alphabetic Tabulators 
Digital Computers 
Electronic Counting 
Photocopying Machines 
Filing Systems 

Office Offset Printers 
Multigraph Machines 
Voice Recorders 
Addressing Machines 
Scales 

Folding Machines 
Joggers 

Letter Openers 

Date and Time Stamps 
Automatic Collators 
Tab Card Verifiers 
Univac 

Data Processing Systems 
Programmed Machines 
Binary-Octal Calculator 


Storage of Computer Data 


Sn Ee 
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Mimeograph 8 
Model #445 mimeograph machine 
operates at a top speed of 200 copies 
per minute; automatic fluid inking 
system enables 10,000 copies to be 
reproduced before filling is needed. 
Standard equipment includes a jogging 
receiving tray which acts as an auto- 
matic copy stacker. A. B. Dick Co., 
5700 W. Touhy Ave., Chicago 3. 


Tape Reader 9 


844 East 58th Street, Chicago 37, Illinois on att Model 28 Miniaturized LXD 
Please send me a copy of TODAY’S BUSINESS MACHINES, a : 
postage paid, for 10 days FREE EXAMINATION. Within 10 * punched-tape reader set is proposed 


days I will either return the and owe you nothing, or I will 
keep the book and pay your bill for $4.95, plus postage and 
handling charges. 


for a variety of tape reading applica- 
tions including on-line data transmis- 


4) 
| 
My Name : | sion over existing communications fa- 
iia bd cilities, and off-line control of tape- 
Cie i. a Si Si operated factory or office machines. 
‘- a — a BO . 
2 EE ERNE IO EI ERE SME —_ Components of the set are available 
CHECK BOX and SAVE MONEY by mailing $4.95 check or money order with this coupon. We then ‘ ° ° 
prepay all postage and handling costs. Same Money-Back Guarantee if not delighted with book. separately for integration with systems 


equipment. Teletype Corp., Dept. 
SP-8. Fullerton Ave., Chicago 39. 


OFFICE MANAGEMENT 
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1 First-period 


statements or 
reports: Write or 
type repetitive 
headings and 
other data. 


Make sharp, black 
on white copies— 
in seconds. If 
there are several 
pages, your report 
will be 
automatically 
collated in correct 
sequence! 


2 Make a ‘‘duplicate 


original’’ copy on 
your Ozalid 
machine. File 
original. Fill in 
current figures on 
the ‘‘duplicate 
original.’’ 


Second period 


(and successive) 
statements or 
reports: Pull out 
original of 
repetitive headings 
—make another 
‘duplicate 
Original’ copy— 
add new figures 
—make copies on 
your Ozalid 
machine. 


NO REPEAT WRITING... 
EVEN ON PROFORMA REPORTS... 


WHEN YOU USE OZALID DIRECT COPYING 


Now you can prepare proforma or periodic status 
reports in a fraction of the time formerly required! 


With an Ozalid direct copy system, you stop spend- 
ing time and money rewriting and proofreading 
repetitive descriptions, headings, or figures. You 
add only the latest data each time a report is pre- 
pared .. . your Ozalid direct copy machine does 
the rest. Reports are ready days earlier—and cler- 
ical costs are cut to the bone. 


New low-cost Reprofax Viking takes all standard accounting sheets up to 
18” wide by any length. No venting required—can be located anywhere. 


OZALID 


Division of General Aniline & Film Corp. 
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Low Cost. Ozalid direct copying is lowest in cost 
of all copying processes. Your Ozalid machine will 
pay for itself in short order—through dozens of 
other time- and money-saving applications. Use it 
to copy handwritten tax returns and schedules, 
eliminate typing, messy carbons, proofreading. 
Ozalid copies are acceptable to the USIRS as 
official returns. 


For more information, call your local Ozalid repre- 
sentative...and be sure to mail the coupon today! 


| Ozalid, Dept. AA-11, Johnson City, N. Y. 


Please send me descriptive brochure 
on the new Reprofax Viking plus facts 
on how to save clerical time and money 
on my reports and tax returns. 


Name. 


Company. 


Position 


Street 


City. Zone. State 
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POLAROID CORPORATION 


“Producers of world-famous ‘60-second’ Polaroid Land Cameras” 


POLA 
+e R OID wf Order No P INVOICE 
CA P ORATION ve Dote 
“B In 5, 
ta "48Sacny meee Ne 63429 729/89 
Bi SET Oote 
Ts Pore Shope 6/1759 6/4/59 


*f 


R 
te Lia en Camera 5 
Any Town, ”, Side A ore 
° + S.A, Nue 


POLAROID CORPORATION 
f saves time and money with 
these NCR Paper forms: 


“NCR PAPER saves US more than Voucher Checks 
Voucher Registers 


te double its cost...each year.” cous Ate 


Invoices 


—POLAROID CORPORATION, Cambridge, Mass. 


Travel Expense Forms 


Industrial Orders 


“We use NCR Paper (No Carbon Required) for forms make it possible for us to pick up originals Production Records 
many different types of multiple-copy forms. Though and copies as a complete unit. Dealer Orders 
the price of NCR Paper is often more than forms “We estimate NCR Paper saves us its entire cost Promotion Orders 
with carbon, any extra cost is repaid several times more than twice each year by reducing operating Spedel Promations 
if over by the savings in time and mistakes, or in expenses, thus returning more than 200% annually f 
" ; : sa Merchandise Orders 
if : extra convenience. For some forms, the actual out- on our investment. 
iil: of-pocket cost—without counting the savings and 
pant : other advantages — is less than any other alternative. GL 
gut “We process more forms in less time because we | 
: ‘ do not have to insert or remove carbons. NCR Paper Richard T. Kriebel, Secretary ; 


and Director of Public Relations 


: POLAROID CORPORATION N CR p APER 
ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER FLIMINATES 


ieee 
ANOTHER PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, payron 9, oHI0 Se CARBON PAPER 


1039 OFFICES IN 121 COUNTRIES . . . 75 YEARS OF HELPING BUSINESS SAVE MONEY 1988 
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HOW IRON CURTAIN 
COUNTRIES HANDLE 
SUGGESTION SYSTEMS 


Rigid as the program is, 
mitiative, enterprise 
are rewarded — 


By 
JUDITH SZEBENYI-SIGMOND 


IN THE YEARS immediately before 
my escape from Hungary, I was the 
head of the documentation depart- 
ment of a Technical Planning Insti- 
tute. In this capacity I had ample 
opportunity of becoming acquainted 
with the suggestions system not only 
of the Institute I was working for, 
but which was also used throughout 
the country. 

The suggestions system in Hun- 
garian enterprises, besides being char- 
acteristic of Hungary, is also found 
with some minor variations in all 
Communist countries. 

The Communist regime fully recog- 
nizes the psychological and economical 
values and possibilities inherent in 
this system. Therefore it is organized 
on all economic levels and endeavors 
are made incessantly to promote it by 
every possible means. ; 

As in many other cases, the Com- 
munists prefer to forget that the 
pioneers also of suggestions systems 
were capitalist industrialists and there- 
fore they never mention the William 
Denny Shipbuilding Comp., in Scot- 
land, which was the first to introduce 
the suggestions system in its work- 
shops as far back as 1880. Similarly 
they remain silent about the part 
played by the USA in this field, 
where the National Cash Register, 
(1894), Eastman-Kodak (1898), West- 
inghouse and Western Electric figure 
prominently, nor is any mention made 
of the German initiative (Krupp, 1888 
and Borsig, 1902). 

On the other hand, it is an un- 
deniable fact that owing to the special 


and highly centralized structure of 
Communist government and _ state- 
owned enterprises, it was possible to 
organize a suggestions system on the 
basis of uniform principles through- 
out the country — in every branch of 
industry, plants, factories of every 
description, as well as in governmental 
offices, ministries, in traffic and trans- 
portation (railways), in scientific and 
cultural institutions, financial and com- 
mercial undertakings and even in 
agriculture (collective and state-owned 
farms). 

The success of the suggestions sys- 
tem must partly be put down to 
psychological reasons. In Communist 
society and economic life, which dis- 
plays a rather uniform and monoton- 
ous character and which tends in so 
many ways to discourage individual 
initiative, the suggestions system offers 
some means for individual advance- 
ment, a chance to rise above the 
masses. In this way the natural in- 
stinct inherent to every normal being 
of excelling in a certain field can be 
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Since suggestions submitted by unskilled 
workers—the “new elite’— are often 
rewarded more generously than ideas 
from “bourgeois” sources, many suggest- 
ions are offered in “partnership” 


GBS, 
Sera, 


OX 


Country offers wide 
scope for innovations 


gratified to some extent. But apart 
from this instinct of distinction, the 
proposal system offers financial in- 
ducements which are naturally greatly 
appreciated too, the more so as the 
level of salaries and wages is rather 
low in Hungary. 


Evaluation departments set up 


The planning institute I was work- 
ing for had a staff of 700 men and 
women of whom about 500 were 
engineers, technicians, etc. The re- 
maining 200 were administrative per- 
sonnel. 

The institute had a separate depart- 
ment to deal with the suggestions sys- 
tem, which registered the proposals 
received from members of the insti- 
tute or of other enterprises, distributed 
the proposals to experts for assess- 
ment, and gave advice and informa- 
tion to those working on a proposal. 
In the institute in question the num- 
ber of proposals registered on any 
given day by the responsible depart- 
ment numbered 10-12. This small 
number is explained by the fact that 
in a planning institute there is rela- 
tively limited scope for innovations 
as putting forward suggestions for 
their practicability is part of the 
routine work of the technical staff. 

The proposals refer generally to 
constructional modifications of ma- 
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All propaganda media support suggestion plans 


chinery, new methods of technology, 
savings in material and time, and to 
prove acceptable, must meet these 
standards: 


a) The proposal has not yet been 
carried out (or put into practice) 
in Hungary and has not yet been 
published in a Hungarian peri- 
odical, book, etc. 


b 


— 


The proposal cannot be regarded 
as part of the normal duty of 
the person submitting the sug- 
gestion. 


Many suggestions originate from the 
administrative staff. In Hungary office 
work is not nearly so mechanized as 
in the capitalist countries and_ this 
offers a wider scope for innovations. 
Assessing the proposal is the task of 
a committee, or in case of suggestions 
of limited importance or primarily of 
administrative character—of a person 
specially appointed for this purpose 
by the head of the undertaking. 


Experts screen ideas 


The suggestions department has to 
decide whether a proposal has to be 
assessed by the committee or by the 
person delegated by the management. 
Before reaching a decision however, 
the suggestion is submitted to an ex- 
pert for evaluation and criticism. The 
final decision is generally based on 
the expert’s report. 

In awarding suggestions for im- 
provement where potential savings 
can be closely calculated beforehand, 
the awards are based on the savings 
effected by the suggestion during one 
year. The successful employee is given 
an advance and final settlement takes 
place at the end of the first vear. On 
principle the award cannot be more 
than 20 percent of the total savings 
achieved through the improvement 
suggested. 

This principle is applied uniformly 
on each case, whether the suggestion 
refers to a new method of shaft sink- 
ing or an innovation for milking cows, 
submitted by a kolkhoz-worker. 

The fact that the award is not 
limited to a fixed amount is a great 
incentive and contributes substantially 
to the success of the system. There 
are no limits in other respects either. 
One and the same worker may submit 
any number of suggestions. It makes 
no difference in assessment and award- 
ing whether the proposal is submitted 
by a man or a woman. There are no 
such limitations as I have come across 
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in Western Europe in some enter- 
prises, such as for instance that the 
best or three best suggestions during 
the year get a fixed sum reward, quite 
irrespective of the financial savings 
resulting from the proposal. 

Whenever -— on account of the 
special character of the suggestion — 
the potential financial saving cannot 
be calculated beforehand, a so-called 
“ideal” award is granted and paid out 
as soon as the committee’s decision is 
announced. The decision of the com- 
mittee or the assessor has in each case 
to be endorsed by the head of the 
enterprise and the chief accountant as 
regards the amount of awards. How- 
ever, there are many complaints about 
the fact that the amount of award is 
often fixed only after long bargaining, 
especially in those cases when un- 
usually large sums are to be paid out 
to the person submitting the sugges- 
tion. 

In planning and research institutes 
there is quite a lot of controversy as 
to whether the suggestion in question 
does or does not fall in the regular 
work responsibilty of the engineer or 
scientist submitting it. In such cases 
the decision is mostly influenced by 
“secondary” aspects for instance, the 
“background” of the engineer. This 
is namely a question of the utmost 
importance in a Communist country 
and for reasons of propaganda many 
unfair decisions are made. It often 
happens that a suggestion of little 
importance submitted by an unskilled 
worker or peasant is accepted and re- 
warded by a sum out of all propor- 
tions whereas at the same time a sug- 
gestion of national importance sent in 
by an engineer of “bourgeois” back- 
ground is awarded a ridiculously small 
sum. On account of this many engi- 
neers submit their proposals in “part- 
nership”, in cooperation with a suita- 
ble member of the “new elite” — 
preferably a party-member. But in 
consequence of this in recent years 
the group capable of suggesting the 
most valuable innovations, viz. engi- 
neers and scientists, has shown con- 
siderable reticence in submitting ideas 
for the suggestions system. 

Factories offer a greater scope for 
proposals than planning and research 
institutes. In factories the suggestions 
department is one of the most impor- 
tant and is staffed by a great number 
of officers. The typical Communist 
propaganda which is very dynamic 
also works in this field at full blast. 


Scientists are rewarded poorly or not 
at all, since their basic responsibility 
is finding better ways to do things 


In workshops, corridors, offices, can- 
teens, boards are fixed to the walls, 
giving description of all suggestions 
that have been received, while at the 
same time the decisions taken by the 
suggestions committee on ideas sub- 
mitted are made known there too. The 
building-walls are covered with post- 
ers, showcards and slogans, emphasiz- 
ing the importance of making sugges- 
tions of general nature, and stressing 
particularly ideas on problems arising 
in the enterprise. 

The larger factories, offices, insti- 
tutes, regularly publish house-maga- 
zines in which the news of the sugges- 
tion department occupies an important 
place. The most outstanding achieve- 
ments are also announced on_ the 
public address system. 

The same methods are also applied 
on a national scale. News about ideas 
and suggestions are regularly broad- 
cast by the radio. The national pub- 
lishing company for technical litera- 
ture publishes a weekly periodical: 
“The Journal of Innovators,” contain- 
ing the most important suggestions of 
the week. The newsreel as well often 
devotes part of the program to suc- 
cessful suggestions of nationwide in- 
terest. 


The systematical organization of 
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Suggestions Department cooperates with Plans Department 


suggestions system finds considerable 
support in the fact that the industries 
in communist countries work accord- 
ing to predetermined and detailed 
programs mapped out for several 
years in advance. Each enterprise has 
a special department where the pro- 
duction-plan of the enterprise is “split 
up” right down to the _ individual 
worker’s task. In this way each worker 
knows exactly the amount and kind 
of work he has to do in a certain 
period of time. 

In most enterprises the suggestions 


system-department cooperates very 
closely with the plan-department and 
elaborates a “plan of suggestions” 
which would help in solving any 
bottle-necks and other problems in 
connection with the program. This 
suggestion-plan is published and 
backed by an all-out propaganda 
drive. The workers are encouraged to 
think up suggestions in accordance 
with this plan. Many enterprises pub- 
lish their suggestions-plan in booklets 
or brochures, and distribute these 
among their workers as well as among 


“a new 
Thomas Collator 
sure solved 


a lot of problems , = ) 


around here” 


It’s my job to look for trouble— 
preferably before it starts—but one 
job that always caused me plenty 
of headaches was this business of 
gathering duplicated pages into 
sets. It’s always the same—too little 
time—not enough help—and plenty 
of grumbling by the girls. 

It wasn’t until I had talked to the 
Thomas people that I realized our 
present method was as obsolete as 


RUA Thomas Collato 
als. 


the roll top desk. With our new 
Thomas Collator one girl does the 
work of six ... without the mad 
scramble of last minute deadlines. 
What’s more, the way it looks, the 
machine will pay for itself by the 
end of the year. 

Why not call the Thomas people 
for more information or an actual 
working demonstration? If you’re 
like us, you’ll be glad you did! 


rs Inc. 


100 Church St., Dept. E, N. Y., N. Y. 
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those of other undertakings working 
in the same or allied branches. 

In addition to special problems 
occurring in the particular industry, 
the overall importance of increased 
productivity, or lowering production 
costs, and the necessity of economiz- 
ing on material are all emphasized. 


One of the main problems is the 
finding of substitutes for raw-materials 
and semi-manufactured products im- 
ported from capitalist countries as it 
is most desirable from the viewpoint 
of the regime that these should be 
imported from the Soviet Union or 
other Communist countries. As the 
Hungarian export-balance in relation 
to the free world is negative, the 
country is badly in need of western 
currencies and therefore this problem 
is of vital interest. Any suggestions 
contributing towards a reduction of 
Western imports, however slight, may 
therefore be certain of acceptance. 


Ideas needn’t be original 

In assessing the suggestions the 
judges adopt an_ unusually liberal 
policy seldom found in Communist 
countries with respect to the origin 
of the idea. Suggestions which are 
clearly based on ideas or methods 
published in foreign periodicals, books, 
etc. are accepted as original provided 
they have not yet been applied any- 
where in the country. This point of 
view, which is of course ethically 
inadmissable, contributes not only to 
the quantitative and qualitative im- 
provement of suggestions, but also to 
the ever growing interest of the 
workers in foreign information—and 
primarily in American, English and 
German literature. In many industries 
the propaganda supporting the sug- 
gestions system even emphasizes that 
suggestions based on ideas of foreign 
literature will be accepted too. As a 
consequence the engineers and manual 
workers study the periodicals of the 
capitalist countries and in this way 
they improve their technical knowl- 
edge even when they do not find ideas 
for proposals. 

As “production secrets” in the 
capitalist sense of the word do not 
exist, at least within the frontier of 


| the country — the persons submitting 


ideas are free to put forward their 
suggestions routed via their own sug- 
gestions department to any other 
enterprise, institute, which they think 
likely to be interested in their sugges- 
tions. This phenomenon is_ called 
“exchange of experience” and is very 
popular not only because in this way 
(To page 88) 
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Keeping tabs on 9,300 miles of pipeline... 


1 aaa ll 


| 


=|! Teletype equipment is control key to 
: giant pipeline operation 


es With instantaneous Teletype communications, a automatically —an extra punched tape with all the data 

g- major pipeline company’s most distant pump and com- for accounting needs. The accounting department is 

at pressor station is as close to headquarters as if it were able to transfer the tape directly to business machines 

pn located right next door. This company’s new Teletype —no lost motion, no recopying required. 

al message center (shown above) handles - —- te Additional Information. This is just one example of 

he 40,000 Papoose each month—along with 30,000 “eer the versatility of Teletype equipment, with its many 

“4 tickets” that record the movement of crude oil and built-in controls. For more information about Teletype 
refined products. equipment and how it is helping to speed communica- 

The message center is the hub of a communications tions and streamline paperwork routines, write to Tele- 

1e system which keeps headquarters supplied with up-to- type Corporation, Dept. 33L, 4100 Fullerton Avenue, 

ot the-minute field data . . . handles administrative traffic Chicago 39, Illinois. 

of and general information . . . and transmits dispatcher’s 

8 instructions to five divisional points and 200 pump and 


“ compressor stations along 9,300 miles of pipeline. ® 
ri Accurate. Teletype equipment provides a printed 
- record of all data and instructions for both sender and 


d receiver—so there is less chance of costly errors. 


y ) Extra Benefits. As “run tickets” are received at the CORPORATI ON 


message center, Teletype equipment also produces— sussiniary of Western Electric Company we. 
Use Readers’ Inquiry Coupon on Page 98 
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Suggestions can be made compulsory for several 


the award may be increased, but also 
because it presents an opportunity for 
engineers to benefit by their sugges- 
tions in enterprises with which they 
have no connection and where their 
suggestions cannot be adopted, but 
then not rewarded for the usual rea- 
sons — such ideas are part of “normal 
routine work.” 

Naturally this kind of exchange of 
experiences is in capitalist countries 
quite unimaginable, even ridiculous. 
Who could, for instance, imagine the 


MASO new 


LOW-COST 
SMART * STURDY « VERSATILE 


Ford Motor Company submitting a 
new idea of one of its workers to 
General Motors for kind considera- 
tion. However, it works well in Com- 
munist countries and to some extent 
it counterbalances the detrimental 
effects of the lack of free enterprise. 


Individual can dispute award 

In those cases when the person 
submitting the suggestion is not will- 
ing to accept 


the committee’s or 


bookcases, with 
decorative de- 
sign and beauti- 
ful finish, have a 
wide variety of 
uses. Attractive 
as corner or wall 
bookcases — in- 
dividually or 
grouped; island 
dividers, coun- 
ters. Provide 
working, shelf or 
counter area; of- 
fice or stock- 
recom storage. 


Choice of finish to blend with modern office or store furnish- 


Group arrangement 
of 29” and 42” Units 


42" MODEL 


ings: Desert Tan, Mist Green, or Gray. Adjustable shelves. 


Open, or choice of two types of sliding doors— 
steel or glass. Finish is baked-on-enamel. All 
models in 12” or 18” depths. Readily convert to 


door or basic unit style. 


Company....... 


(Stote) 


OUR 26th YEAR 


INTERSTATE METAL PRODUCTS CO., INC. 
(Office Equipment Division) 

666 LAKE SHORE DRIVE, CHICAGO 11, ILL. 

Please send your FREE CATALOG giving complete information on new 
MASO bookcases and supply units. 


assessor’s decision he or she is entitled 
to appeal to a higher authority: to the 
suggestions department of the Minis- 
try under whose supervision his or 
her enterprise belongs. 


In each Ministry there are sugges- 
tions departments whose duties include 
among other things: 

1. Dealing with and routing the 
suggestions submitted by the person- 
nel of the Ministry in question. 

2. Taking final action on sugges- 
tions sent in by the factories, insti- 
tutes, etc., coming under the authority 
of the Ministry. 

3. The special nature of the Com- 
munist economic and industrial struc- 


_ ture makes it possible that suggestions 


of national importance can be made 
compulsory for quite a number of 
enterprises. When a suggestion sub- 
mitted by an employee of an under- 
taking is considered by the _ local 
committee to be of extreme value it 
is forwarded to the suggestions de- 
partment of the responsible Ministry 
with a request that the Ministry 
arrange for its compulsory introduc- 
tion to all firms that could benefit. 
In this case, naturally, the reward will 
be calculated on the savings of one 
year as obtained jointly by all enter- 
prises accepting this suggestion. In 
such cases the reward, of course, may 


- amount to quite a considerable sum. 


4. The suggestions department of 
the Ministry has also to give publicity 
to the suggestions and in this respect 
works along the same lines as a 
Western advertising agency, by mak- 
ing use of radio, film, press and other 
media. 

5. The suggestions department of 
the Ministry supervises the similar 
departments in all the industries over 
which it has authority. At least once 
every three months the officers of the 
different suggestions departments are 
invited to attend a meeting in the 
Ministry where the current problems 
and topics of general interest are 
discussed. 


The suggestions system is very 
closely and uniformly regulated in the 
smallest details by a decree issued by 
the Council of Ministers. Those who 
wish to work in the suggestions depart- 
ments as executive officers have to 
follow a course and sit for an ex- 


| amination. 


In spite of all encouragement and 
endeavors, however, the suggestions 
system is not able to replace the 
sphere of freedom and free enterprise 
which is the best and most effective 
stimulator for every kind of enter- 
prise. 


OFFICE MANAGEMENT 


eh 


1 CLIP ON DOTTED LINE } 
i4 TAKE TO YOUR DEALER ri 
PL ay ABA a ae F 


CLIP ON DOTTED LINE 


TAKE TO YOUR DEALER?> 
mu ee OLA a aA, 3 Koy 


1 
LER >} 


= cs 


CLIP ON DOTTED LINE 
ee eS le 


4 TAKE TO YOUR DEA 


Z 
ee 


5 cio fk | ( ciieie e - niin kee? ric I ae 
é ~ ‘ . a 
iF ee industries 
a 7 
oy — ——__—___ = — 
oh ae Le ee ee ee ee ee - > et 
: : Beck » oo 
aes BOOKCASES: “~ 
' > 
} | ie 
Pi ly 3 
la ¥ 
j ; 
3 , \. | 
f ? 
‘ pee 
: ' sh << Ms, ‘ 
: Cy te : 
. y ——— —_ ’ 
2 J _— | | 
_- fe oe eet |e Aes : 
d te le aq ee = = 
: io TOC ee Be <a 
Z a Bee ‘s < ae +a oh Va ; 3 = i — 
oe ee 3 Bo \) 
Bs, z mm sf 
. ‘ a at eis = 
GOES” oR 
t eae ee ee “i 
» emit= 
as teny bk Sr Te | 
NG | SPORE ey 
34 ee 
an | 
; 4 ee | 
sat \ 
oe 5 A) | 
ae 4 SE eat ete ee ee, eS aS 
oe | j 
nial . ~ | pesca 
: : we 
- —— COUoppOhe | 
i 4s | BNI deceiisavsitapnpreteescivevsivesisipb Tanase vinsascteuneekcoit enveauleivoxoiniahiasisebsaoniahapptashconiaiges | 
a iy today 4 B 6 See , Santen aaane mite amet cata 
a FREE CATALOG | 
FR LOVE OO OTL | Address (City) (Zone) = | ee 
pos 
eee a a 2 rr a 8 ie ee 5 Ad | OL Gala 4 gat : 
ei | a CS eee wee ee oe, ee Eliighca OU] 2 Rees. £ pee 
an era i - T* 3S | hier ey) a lle n- BS Re Ves 
Pi ary. ibe oi . ; : 7 oe: 2 Ke i: = ae . a . aa nee 
oe eee a ins is - : Ae ; “ae es “oe Ag peew te 


Ba aires Bi} 0) % ax 


just 60 pays 10 GET YOUR CHRISTMAS BONUS 
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SPECIAL BIG 
CHRISTMAS BONUS PLAN 


ee : ____ BRINGS BIG SAVINGS TO YOU! 
i. i o ° e ° 
- a ‘ 2 If you work with pencils, and like them 
a sharp, you should always have your own 
personal pencil sharpener within reach... at 
office and at home! Thousands of successful 
business men and women wouldn’t be without 
— this luxurious necessity ...and also provide 
the same step-saving convenience for their staffs. 
0 3 With Apsco’s free Christmas Bonus Coupons 
nr Ra: you can’t afford to put it off a day longer! 
~ e 
id a 
Ore” ope 40 APSCO PRODUCTS, INC., Los Angeles + Rockford + Toronto 
5Q “For 53 years, the world’s largest manufacturer of pencil sharpeners.” 
“2 sen tmacmmetanene ET a TE AT Ia a 
ri c 8° o ‘e " e: ~ nf 
11-11 
Pe DANDY “‘SUPER 10” (75¢ off) THIS CHRISTMAS BONUS COUPON IS WORTH 
2 Executive type, top-of Simpl il : 
re ply mail or take this coupon to your 
: & : — tee eager stationery dealer and he will allow you full 
89% yt i stile fo cash value of 75¢ toward the purchase of 
in ak dam di ep ~e toned one Apsco Dandy “Super 10” pencil sharpener. 
2 points. Aatemame (This special bonus offer closes Dec. 31, 1959.) eo 
ss w feed. NOTE TO DEALER: Apsco i inc., P.O. Box 840, Beverly Hills, California agrees to coteom + 8 compen for fut 
face value on reorders in dance wi the Apsco Christmas Bonus Pian as announced ‘our acc 
<x pan 2 your re-stocking order a ‘ull credit will be deducted from your invoice ‘Dealer | reception offer closes 
a Y soocial Gi Christmas fH Ee yt oni by tis pee | phy Ht er oan ae oe 
PE mprcnen ne agement nip pe ey eg sane aN i, tetas center Sete one revemptin of coupes wa ere oronted, regulated fail 
Pe ae OO IN Oa ONIN DSN, SENN pr DONT rea oe ANN leew yen Or SO ee ARI CON GEOR ES 
Wi 
wz r 11-11 "4 
Su DEXTER “SUPER 10” (50¢ off) THIS CHRISTMAS BONUS COUPON IS WORTH Na 
o oy iK A heavy-duty sharpener Simply mail or take this coupon to your 4 
52 ae for general office use. stationery dealer and he will allow you full z 
5 9 : Dial selector for multi- cash value of 50¢ toward the purchase of one ., 
56% sizes of pencils. Adjust- Apsco Dexter “Super 10” pencil sharpener. i 
a aye able for fine, medium or ( This special bonus offer closes Dec. 31, 1959.) mo) 
3 W ey blunt points. NOTE TO DEALER: Apsco Products, inc. 0. Box 640, Beverly Mil California agrees to redeem this coupon for ful 2) 
© ANAS UIE BR eget a es gl set Sone I ay a ga ig pT a ohyek 
es ee ee ee ee ee ee ee ee ee nD Offer subject to ee without notice upon redemption of coupons then outstanding in dealers > a ae 
HI ert as a Oe INS INOS SD SNOT, AUN | lS ORS TEN a we Saar jan HRS AN OSS OS 
yy. * t 
1l-1l % 
\ GIANT (25¢ off) THIS CHRISTMAS BONUS COUPON IS WORTH i 
¥- The everyday workhorse Simply mail or take this coupon to your 9 
: of the pencil sharpener stationery dealer and he will allow you full yi 
industry. Over 7,000,000 cash value of 25¢ toward the purchase of one ‘3. 


in use in offices, stores, 
homes and schools since 
1947. Dial selector. 
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Apsco Giant pencil sharpener. 
(This special bonus offer closes Dec. 31, 1959.) 


ry 
[wore TO DEALER: Loagh Products, inc., P.O. Box 840, Beverly Hills, Cueva | cmpene 0 to cotoam 5 - 1 -- for tult 5 
face value on reorders in accordance with the A Apsco Christmas Bonus Plan a Att accumulated ‘ 
to your re- “stocking order and Tull credit will be deducted from your lavoice oie. (Dene conompiion otter closes 
1, 1960, one month after Cae of consumer offer.) Mail directly to Apsco, or your Apsco salesman. Your 
speci Christmas Bonus opportunity is made sible only by this special, direct Apsco-to dealer plan *. 
re eS limited to the continental ‘Unites tates and its possessions Offer void where ey regulated or NAY 
Offer subject to withdrawal without notice upon redemption of coupons then outstanding in in dealers hands 
-——<—< 
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AUTOMATION 


IN THE OFFICE 


(From page 50) 

memory core packets, each of which 
has the capacity for storing 10 com- 
puter “words” (a computer word in 
this instance consists of 12 digits plus 
sign), may be added to the computer 
as the user’s operational demand in- 
creases. Ten of the individual memory 
core packets, or a total of 100 words 
can be stored in the computer. 

Programs for the computer are 
stored on Mylar plastic tapes which 
can be easily installed or removed 
from the tape readers in the control 
unit. Up to 12 of these program tapes 
may be used with the computer, mak- 
ing available more than 2,500 instruc- 
tions at any one time. As a service to 


BEAUTY AIDS 


for both the girl... 
and the letters she types! 


Cosmeticians supply beauty 
aids for the girl. A.W.FABER 
provides beauty aids for the 
letters she types. 


Houdini himself couldn't 
have done a clean erasing job 
with a bulky eraser. That's 
why A.W.FaBerR invented 
ERASERSTIK—a slim, trim, 
white-polished beauty that 
takes out a single letter with- 
out smudging the whole word. 
With ERASERSTIK you erase 
without a trace. Attractive 
girls generally turn out at- 
tractive letters. That's why 
we Sell so many ERASERSTIKS. 
Get some, girl! 


Which point do you prefer? 
Slender, Medium or 
Blunt..... The choice 
is yours. EraserStiks 
7099 and 7099B can 
be easily pointed with 
a mechanical or 

hand sharpener to suit 
your taste. 


usa. 7099B 


AW. FaBeR SRASERSTIK Call seevi 
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users of the VRC, Burroughs spokes- 
men said a library of standard program 
tapes covering a wide range of systems 
and applications will be made avail- 
able. The library will eliminate a great 
deal of the cost and time involved in 
setting up a new installation, or making 
a deviation in the application of an 
existing system, Burroughs represent- 
atives declared. 

Each account ledger to be processed 
has on its back, two narrow magnetic 
stripes on which information is stored 
electronically. The magnetic stripes 
have a capacity of seven “words” of 
information and data pertaining to ac- 
count number, balance, account ac- 
tivity, and other computer demands. 
The computer can read each ledger 
and the information it contains as well 
as the special instructions stored on 
the program tapes. Under the com- 
puter’s direction, the Record Processor 
automatically selects ledgers by ac- 
count number, reads data stored along 
the magnetic stripes on the back of 
each ledger, and updates the account 
by visibly printing new figures on the 
face of the ledger, and storing the 
latest information in the magnetic 
stripes. Each ledger is then filed in 
sequence. The Processor is a forms- 
feeding and printing unit with 160 
print positions which can print data 
at the rate of 200 lines per minute. 

Representatives of the Burroughs 
Corporation strongly emphasized the 
flexibility of the VRC and its ability 
to handle other banking operations. 
Not only can the major workload of 
checking and savings account be han- 
dled by the new system, they said, 
other phases of operations regarding 
installment loans, mortgages, etc., can 
be easily adapted. Then of course as 
a by-product of the entire processing 
operation, the accounting and statisti- 
cal data will be made available as a 
guide to management decisions. Bur- 
roughs spokesmen claimed that the 
new system would, “add a new dimen- 
sion to banking automation.” Delivery 
of VRC hardware is expected in early 
1961. 


Burroughs shows new sorter 

A semi-automatic letter sorting ma- 
chine capable of sorting 43,000 letters 
per hour was introduced last month by 
Postmaster General Artiur E. Sum- 
merfield, and Ray R. Eppert, president 
of the Burroughs Corporation, during . 
ceremonies at the Armory Building, 
Detroit, Michigan. 

The new machine, said to be the 
first of its type manufactured in this 
country, is 78 feet long, nine and a 
half feet high, and is capable of sort- 
ing letters to one of 279 pre-selected 
designations. The machine is the first 
of ten to be constructed by Burroughs 


Use Readers’ Inquiry Coupon on Page 98 


under a $1,869,000 research and de. 


velopment contract with the Pog -* 
Office. The Detroit Post Office which caged 
will eventually operate the machine, js : a - 
the clearing house for all Detroit ath 
Metropolitan Area mail, as well as The « 
two-thirds of all the mail entering es 
Michigan. The letter sorter consists of “ oF 
12 modular units, each with its own i ‘ 
keyboard and operator. A letter auto- ee bo 
matically passes before the operator. a 
who routes it to one of 279 destination| . aie 
points by pressing a series of keys. _ d 
Although this machine is equipped — 
with the maximum number of twelve ny = 
sorting keyboards, the modular con- on * 
struction of the equipment will allow “ oe 
a small Post Office to utilize half that oe 
number. positio 
RCA Center to run three shifts | P!V'4 
The Radio Corporation of America, nae 
which recently announced plans to ye 
open its first Electronic Systems Cen-| . 4 ee 
ter in New York’s Wall St. area, will | ' m 1 
operate the new service center on an _ ti 
around-the-clock basis, George W. ca 
Crane, RCA vice president, Finance a 
and Management Engineering, de- = 
clared last month at a meeting of the cialist 
Cashiers’ Division of the Association elimin 
of Stock Exchange Firms in New ape 
York. a? 
The center, which will house a com- ens 
will b 
— 


masnetic 
Visual Control Systems 


7 


Make Cards an 
Pegs Obsolete 
Time and motion studies prove 
that the “Maggie” board offers 
the quickest and easiest way to 
chart sales, production, inven- 
teries, traffic, or any other phase 


of your business. At a glance 
you know what is happening. 


Permanent colored magnetic in- 
dicators that can be moved with 
finger-tip ease—and stay put — 
make cards, pegs, and other 
nuisance devices obsolete. The 
first cost is the last cost. Pack- 
aged kits begin at $49.50. 

For information on the most modern and 
advanced board available today, write fo: 


4 maggie magnetic visual aids corp. 
39 West 32nd Street. New York 1 N.Y 
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|] plete RCA 501 electronic data pro- 


cessing system, will be opened before 
| the end of the year, he told the finan- 
2 cial group. A second 501 system will 
be installed in April of 1960. 

The original system will be operated 
on a twenty-four hour basis through- 
out 1960, he declared, while the sec- 
ond system will be run on two shifts 
per day after its installation in April. 

“Service offered by the center will 
include computation of customers’ 
trades, issuance of same-day confirma- 
tions with name and address included, 
and printing of customers’ statements, 
either cycled or end-of-month,” Crane 
declared. “Daily margining of critical 
accounts and a weekly record of stock 
positions of active accounts will be 
provided. Every morning a list of each 
house account position will be on the 
responsible partners’ desks.” 

Special techniques will be used to 
identify and protect the records of 
each broker using the center, accord- 
ing to Crane. 

“Systems planning and program- 
ming will be provided by RCA spe- 
cialists,” he continued. “This will 
eliminate such costly start-up expenses 
as personnel recruitment, training, pro- 
gramming, ‘debugging, site prepara- 
tion and installation. Operators, too, 
will be on RCA’s payroll. 

“Charges are to be based on volume 


of transactions and accounts,” he 
went on. “No longer will big-share 
days mean big overtime bills and 
greatly increased errors, cutting into 
profits. The Center will be geared to 
handle peak volume days as well as 
average days. Scheduled rates permit 
a customer to forecast and control 
costs accurately.” 

Recalling that E. F. Hutton & Co., 
nationwide brokerage firm, was the 
first to sign for use of the RCA cen- 
ter, Mr. Crane said that RCA is now 
negotiating “with a number of small, 
medium, and large brokerage houses, 
interested in using the Center for auto- 
mating and centralizing records, trans- 
actions, bookkeeping, and billing ac- 
tivities.” He reported that the firms in- 
clude those that are mechanized as 
well as those using hand-accounting 
procedures only. 


501 to “help’”’ move phone books 


Radio Corporation of America has 
announced that in November, 1960, 
its 501 all-transistor electronic data 
processing system will “help” to dis- 
tribute one million Manhattan classi- 
fied telephone directories. 

Nine million directories, enough to 
reach 250 miles into outer space if 
stacked in one pile, will be delivered 
each year with the help of the high 
speed electronic system. 


According to Lee J. Jordan, general 
directory manager of the New York 
Telephone Co., and E. D. Foster, vice 
president and general manager of the 
Electronic Data Processing Division 
of the Radio Corp. of America, the 
RCA 501 system is expected “to in- 
crease considerably the efficiency and 
accuracy of directory delivery.” 

After assisting in the distribution of 
the November, 1960, Manhattan clas- 
sified book, the system will then be 
applied to delivery of the 32 other 
directories serving 3,500,000 telephone 
users throughout New York City and 
Nassau, Suffolk, Westchester and 
Rockland counties. 

The fully-transistorized electronic 
data processing system will enable the 
telephone company’s directory depart- 
ment to update customer delivery files 
on a daily basis and make delivery 
order changes even after the books 
have started rolling from the presses, 
according to RCA spokesmen. 

The computer procedure will appor- 
tion directories to the appropriate de- 
livery truck and turn out printed orders 
for the R. H. Donnelley Corp., dis- 
tributor of telephone directories in the 
metropolitan area. During this process, 
the computer will take into account 
the varying weights of the different 
directories and limit the individual 
bundles accordingly. Automatically 


BOSTON CHAMPION 
4 decorative colors; 
blue— green—sandtone—gray 
The finest in convenience! Boston 
Champion portable pencil sharp- 


eners save time . 
build efficiency. 
Order today from 
your local stationer. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 
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CHANGE 


NUMBERS 


Force Quick- 
Change Numbering 
Machines permit in- 
stant changes of 
numbers regardless 
of sequence. They 


are ideal for numbering bank books, work cards, 


| yardage tickets, drug and chemical labels, file 
| folders, jackets, coded job tickets. Indicator fig- 
| 


ures alternately colored for easy reference. 
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Heavy-duty model has %” figures, available with 
up to 16 wheels. Write for catalog. 
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Brand new! 


PAPER TRIMMER & 
CUTTER combined 
CUTS UP TO 50 
SHEETS IN ONE 


T 
T 


STROKE 


Keith Clark, Inc. 


New York 36, N.Y. 
Phone: LA 4-4895 


14/22” 28"32” and 
28” and 32” (foot models) 


KUTRIMMER 


ALSO CUTS cardboard, fibreboard, 
foils, rubber, fabrics, leather, lino- 
leum, felt, thin plywood, thin soft 
metal and many similar materials. 


FOR EVERY BUSINESS: 
offices, plant, shipping, schools, 
banks, photography, and homes. 


See KU'TRIMMER at your local 
dealer or write to 


MICHAEL LITH sales corp. 
147 West 45th Street, New York 36, N.Y. 


; SPACE | 
i, ENGINEERED 
ly CALENDARS 


DEFIANCE 


Complete Line of Desk Calendars — 
models for every business office need. 
Order from your Stationery Supplier 
or direct. Write for catalogs. 


he Calendars 
hat Work For You 


The Standard of 
the Stationery World 


Defiance Calendar 
Co., Inc. 

1451 Broadway 

New York 36, N. Y. 

Phone: LO 3-2336 


451 Broadway 
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6 MODELS: | 


AUTOMATION IN THE OFFICE 


created order slips will tell the delivery 
man what directories to take to spe- 
cific offices, business establishments, 
homes or apartments. 

Manhattan telephone users receive 
one million directories twice a year— 
the alphabetical book in June and the 
classified in November. 

The 501 computer system will main- 
tain 3,500,000 customer delivery rec- 
ords on magnetic tapes comprising 
approximately 200,000,000 total char- 
acters. The system will include an 
electronic brain, six magnetic tape 
memory units—each capable of feed- 
ing the electronic brain 33,333 char- 
acters a second for data processing— 
and a printer that will print directory 
delivery orders at the rate of 1,200 
characters every second. 


Senator criticizes U. S. 
agencies on data lag 


Senator Hubert Humphrey (D., 
Minnesota), recently criticized sharply 
the present administration for the 
“slow start” made by government 
agencies in taking effective steps to 
systematize and make available the 
knowledge embodied in the world’s 
technical literature. 

Speaking at the International Con- 
ference for Standards on a Common 
Language for Machine Searching and 
Translation, held in Cleveland in Sep- 
tember, the Senator said there was an 
urgent need for rapid improvement of 
mechanized information services, and 
that this could best be accomplished 
by better coordination of efforts to 
achieve this in this country, and closer 
cooperation among various nations of 
the world to achieve the goal. 

More than 200 specialists from ten 
countries—Brazil, France, India, Italy, 
Japan, the Netherlands, the United 
Kingdom, West Germany, the United 
States, and the U.S.S.R.,—heard 55 
reports reviewing advances in machine 
literature searching, machine transla- 
tion and language studies for machine 
searching, correlation and translation. 

A committee to continue the work 
of the conference in four main fields: 
research, nomenclature, exchange of 
materials and information, and ex- 


change of personnel, was created at © 


the close of the Cleveland meeting. 
Committee members include delegates 
from each of the ten nations repre- 
sented at the conference. 

Heading the committee is Dr. Brian 
Vickery, Imperial Chemical Industries 
of Great Britain. Allen Kent, associate 
director of Western Reserve Univer- 
sity’s Center for Documentation and 
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Communication Research, was elected 
general secretary. Vice presidents are 
J. Dekker of the Netherlands; S. R. 
Ranganathan of India, and Randolph 
Bolting of Brazil. The U.S.S.R. will 
also have a representative serving as 
a committee vice president, but he has 
not yet been named. 


Executives show interest 
in correspondence course 


More than 29 per cent of the regis- 
trants in the Correspondence Course 
in Credit and Financial Analysis con- 
ducted by the Business Education Di- 
vision of Dun & Bradstreet, Inc. are 
presidents and officers of their com- 
panies, and more than 10 per cent of 
those registered are women in all 
branches of industry. 


These percentages, according to the 
Business Education Division, are based 
on analysis of enrollments in_ the 
March, 1959 session, combined with 
new registrations recorded for the 
session which opened last month. 

Sales executives and their staffs make 
up six per cent of the registrants. 
Nearly nine per cent of the enroll- 
ments were for representatives of non- 
industrial firms: publishers, architects, 
geologists, buyers. 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


} T.HE 


COFFIELD 
EVERLASTING 


A typist, a typewriter and typing paper are all you 

need to keep yourchart up to date. It’s that simple! 
ELECTRO-MOTIVE OIVISION ; 
GENERAL MOTORS CORPORATION Cg 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 

* Solves Your Chart Problem Forever 


Write for Free 16-Page Illustrated Brochure 
with Price Schedule No. OM-11 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
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Fifty-two per cent of those enrolled 
were personnel of the financial de- 
‘\ partments of their concerns. 

Twenty-eight per cent of the regis- 
trants were under 30 years of age; 30 
per cent between 30 and 40, and 42 
per cent over 50. 


Are administrative skills 

falling behind technology? 
“Not even ten times as many scien- 

tists as we now have will enable us 


"1 to win in the space race, nor will ten 


times more billions spent on tech- 


“| nological research enable us to re- 
~| main competitive in world markets. . . 


unless the free world takes measures 


~ | to eliminate the dangerous unbalance,” 


said Leslie Matthies, director of the 
Foundation for Administrative Re- 
search, Tulsa, Oklahoma, at the In- 
ternational Systems meeting in To- 
ronto, Canada on October 12. 
Speaking to conference delegates, 
Matthies pointed out the dangerous 
discrepancy between American tech- 
nological advances and our adminis- 
trative effectiveness. He stated that 
since administration’s job is to co- 
ordinate the efforts, skills, and mental 
energy of many men, any lag in ad- 
ministrative skills can seriously handi- 
cap the nation’s progress in industry, 


business, science, and defense. 

Analyzing the cause of this lack 
of balance, Matthies pointed to the 
ten billion dollars being spent this 
year for technological research com- 
pared to the relatively small invest- 
ment being made for research in ad- 
ministrative techniques. 

Matthies claimed that “administra- 
tion is less than 30 percent as effective 
as it could be.” However, he said he 
is convinced that there is somewhere 
in the United States and Canada, a 
solution to every problem in adminis- 
tration which the West could be called 
upon to solve. He emphasized that the 
challenge “lies in finding effective 
ways of capturing and sharing those 
solutions to prevent the wasteful prac- 
tice of racing to solve the same prob- 
lems thousands of times each year.” 
Real progress in administrative tech- 
niques, he said, will be made when a 
way is found to share the thousands 
of excellent administrative techniques 
now in use. 


Living standards depend 
on production rise 

A forty per cent rise in production 
between now and 1965 is imperative 
if living standards in this country are 
to continue to rise, Wesley S. Bagby. 


controller, Pacific Mutual Life In- 
surance Co., Los Angeles, said re- 
cently at the annual convention of the 
California Employment Agencies As- 
sociations, held at the end of Septem- 
ber in Anaheim, California. 

The speaker based his prediction on 
estimates that the population of the 
United States will reach 193,000,000 
by 1965, but that the active working 
population at that time will have in- 
creased only 13.6 per cent over the 
present total. 


The solution 

“The answer,” he told the Employ- 
ment Agency group, “lies in full utili- 
zation of the working population 
through electronic aids to produc- 
tivity.” 

Since there will be fewer people 
doing things that machines can do, 
and more people doing things that only 
people can do in the future, Bagby 
stated, the role and responsibilities of 
employment counselors will become 
more important. 


Promotion at VISI record 

John Reid Topping, a vice presi- 
dent of VISI record, Inc., New York, 
has been named senior vice president 
of the company. 


a 15 | 00 400 


500 0 3it ° 1000 $15 27 ones, 


sl ase 100 


807 SO. 20th ST., BIRMING 


You give food and friendship 


with every $1 package you send 
to the world’s hungry thru the | 
| CARE Food Crusade, New York | | 
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No, Mom, the children are not sleeping - = 
you just can’t hear them from this — _ 


© BURGESS-MANNING ACOUSTI-BOOTH : 


SOREN a LL ac EEE EO RT 


Hear well—be heard 
well—in the noisiest 
places with a Bur- 
gess-Manning Acou- 
sti-Booth. 


Write for 
Bulletin A-142-40 


BURGESS-MANNING COMPANY 
Architectural Products Diuision 


749 E. Park Avenue, Libertyville, Illinois 
Dallas, Texas 
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CHARTS 
~ and LAYOUTS 


The AUTOMATED Method of CHARTING 


Graph-A-Plan offers a new concept of methods and ma- 
terials for chart and layout preparation. Graph-A-Plan 
includes a wide variety of pressure-sensitive solid color or 
pattern tapes, flow symbols, pie charts, organization 
rectangles, scales, templet sheets, shading films and 
patterns . . . plus opaque and transparent plastic planning 
boards. Available separately or in compact kits. 


Write today for colorful brochure describing the use 
of Graph-A-Plan in any one of the following fields: 
C0 STATISTICAL CHARTING (C0 PLANT LAYOUTS 
(0 ORGANIZATION CHARTING [] OFFICE LAYOUTS 
(CO OPERATION AND PROCESS FLOW CHARTING 


‘| LABELON TAPE CO., Inc., pep. om 


‘4 450 Atlantic Ave., Rochester 9, N.Y. 


seces' «es 


Write today: give machines, make, model 
used and measurements. 


meme US TINE Tine. 


632 SPAULDING YATES BUILDING 
SHERIDAN DR... TONAWANDA, N. Y. 
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BOOKS. 


PERSONNEL MANAGEMENT IN 
SMALL COMPANIES, by Francis 
Torbert. Institute of Industrial Rela- 
tions, University of California, Los 
Angeles. 102 pages. Price, $.50. Ac- 
cording to the introduction, “This 
pamphlet is aimed chiefly at companies 
with fewer than 200 people on their 
payrolls,” however, it may be found 
of great value to those having as many 
as 500 or as few as five employees. 
The larger part of the discussion in 
the booklet is directed toward answer- 
ing these two questions: To how great 
a degree should small companies copy 
the personnel practices of successful 
large firms? What, if any, are the 
unique problems of the small com- 
pany? 

“The chief reason for personnel 
programs,” says the author, “is that 
they pay for themselves in dollars and 
cents.” This is the basic and straight- 
forward premise on which the dis- 
cussion is based. Time and again it is 
indicated that the most successful 
business has a planned and executed 
program of personnel management. 
Such philosophy has an application in 
the smallest business, according to the 
author, who also believes a small com- 
pany can very often have a more 
successful personnel management pro- 
gram than the giant corporation, even 
though it lacks the latter’s facilities. 


The author proceeds through the 
problems of the small business with a 
repeated awareness of human frailty 
and its ability to transform a simple 
business into a combustible complex 
of attitudes, emotional and intellectual, 
that are damaging to production. Pro- 
ducing and maintaining the worker’s 
self-identity in relationship to his job 
is also of vital importance to the 
proper maintenance of personnel man- 
agement, the author says. “All per- 
sonnel problems tend to be more 
personal in small companies,” the 
author states. “The people who work 
in it, even at routine jobs, are likely 
to become deeply involved in their 
work and in the company’s success.” 


The reader is taken through a step- 
by-step analysis of the company’s 
relationship with its employees. Em- 
phasis is given to recruitment, inter- 
viewing, psychological and trade tests, 
and an evaluation of job applicants. 


The relatively simple matter of 
starting the new worker in his job can 
have a far-reaching effect on the com- 
pany’s future, Mr. Torbert warns in 
a chapter entitled “Induction and 
Training.” Other chapters devoted to 
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How Good Are 
Your Company’s 
Telephone Methods? 


Our unique “Telephone Service 
Check Sheet” will tell you. Its 40 
check points cover every phase of a 
good business telephone operation. 

By making this simple check, 

you can judge just where your 

company stands, see exactly 


where telephone improvement 
is needed. 


Just write on your business letter- 
head, and we'll send you the Check 
Sheet with our compliments. We'll 
also send you information about 
BETTER BUSINESS BY TELEPHONE, 
the twice-monthly service that has 
already helped more than 20,000 
leading companies improve their 


telephone methods. 


BOYCE MORGAN ASSOCIATES, INC. 
1631 K St., N.W. @ Washington 6, D.C. 


problems in personnel management 
are: “Wages, Salaries, and Employee 
Evaluation”; “Working Conditions, 
Benefits, and Services”; “Employee 
Transfers, Promotions and Separa- 
tions.” In conclusion the author states, 
“Business needs hardheaded compe- 
tence; it also needs recognition of the 
good will and capacity latent in most 
human beings. It needs the knowledge 
that people tend to behave as they are 
expected. to behave, and that even 
‘bad’ employees sometimes become 
good ones with patient, hopeful, yet 
firm leadership.” 
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AMERICA’S FINEST, SAFES 


MAIL BAG 
ARE MADE BY CAN -PRO 


| CANVAS AND 
LEATHER OR ALL 
LEATHER 


MOLDED RUBBER 
BOTTOMS 


SAMPLES SENT 
“ON APPROVAL” 


Top quality Mail Bags in sizes and at 
prices to meet every office need! Used by 
nationally known organizations coast to 
coast. Write for literature, prices today! 


CAN -PRO Qrporation) 


34 East McWilliams Street 
FOND DU LAC, WISCONSIN 
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STATISTICAL ABSTRACT OF THE 
UNITED STATES, 1959. U.S. Gov- 
ernment Printing Office, Div., of Pub- 
lic Documents, Washington 25, D.C. 
1,054 pages. Price, $3.50. The latest 
and updated information on the vital 
figures of American business is pro- 
vided in this buckram-bound volume. 
Many features in the 1959 Abstract 
appear for the first time: A scientific 
development subsection with new 
tables on satellites and space probes, 
statistics On scientists and engineers, 
research and development expendi- 
tures; new tables on unemployment 
insurance programs, employee benefit 
plans, 1960 congressional apportion- 
ment, and world merchant fleets. There 
are 1,227 tables, and 44 charts in the 
entire volume, plus a 42-page alpha- 
betical subject index and a 40-page 
bibliography of sources of statistical 
data. The publication represents half 
a million facts reflecting the social, 
economic and political life of the 
country, gathered and compiled by 88 
government agencies and 59 private 
firms and research organizations. Pre- 


,ceding each section of the book is a 


brief summation explaining the terms 
used, denoting major sources, and 
tracing the origin of the data in- 
cluded. A few of the sections listed 
in the index are: Income and expendi- 


;, oe 


How To Get Things Done 


SBoae" 
Seat Os Ee 


BOARDMASTER VISUAL CONTROL 


vy Gives Graphic Picture — Saves Time, Saves 
Money, Prevents Errors 

YW Simple to Operate — Type or Write on 
Cards, Snap in Grooves 

vy Ideal for Production, 
Scheduling, Sales, Etc. 

Ye Made of Metal, Compact and Attractive. 
Over 400,000 in Use 

Complete price $4950 including cards 

FREE 24-PAGE BOOKLET NO. G-100 

Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd St. @ New York 36, N. Y. 


Traffic, Inventory, 


NOVEMBER 1959 


tures; prices; Federal finances; bank- 
ing and finance; business enterprise; 
and vital statistics. 


CREATIVE COMMUNICATIONS. 
The SoundScriber Corp., North Haven, 
Conn. 83 pages. Price, $2.50. Effective 
communication, and how it may be 
applied, is the aim of this manual 
published by a manufacturer of dic- 
tating equipment. It is, for more prac- 
tical purposes, a training course in 
establishing basic thinking habits of 
personnel through exercises and as- 
signments which stimulate the appli- 
cation of logic to the expression of an 
idea. The manual starts with the basic 
elements of paper and pencil and 
progresses toward the effective use of 
electronic and communications instru- 
ments, and the dictating machine. The 
manual furnishes a check list of 
twenty “do’s” for proper dictating as 
well as practical hints on how one may 
improve his dictating techniques. Also 
considered is the relationship of the 
executive and his secretary: “Does she 
continue to improve typing and other 
skills on the job and does she develop 
and practice ‘telephone charm’?” A 
list of twenty questions is provided to 
help evaluate secretary effectiveness. 
Accompanying the manual is an in- 
structor’s book containing the answers 
to problem exercises given. 


A GUIDE TO SYSTEMATIC WAGE 
AND SALARY ADMINISTRA- 
TION. Californa Institute of Tech- 
nology, Pasadena, Calif. 38 pages. 
Price, $1.00. This pamphlet is a pub- 
lication of the Industrial Relations 
Section and is designed to orient the 
supervisor in the “philosophies and 
principles underlying justifiable, con- 
sistent, and systematic wage and salary 
administration.” It treats the problems 
involved in correctly defining such 
administration and the supervisor’s re- 
lationship to it; and defines the super- 
visor’s basic responsibility in carrying 
out the policies and procedures of his 
company with respect to wage and 
salary administration. The pamphlet 
discusses the six separate but inter- 
related techniques involved in such a 
program. These are: job description; 
job evaluation; wage or salary struc- 
ture; wage or salary surveys; pricing 
of jobs; setting the rate for the indi- 
vidual on the job. In summation the 
pamphlet points out that, “The essence 
of systematic wage and salary admin- 
istration is the continued and consist- 
ent exercise of good judgment in (a) 
deciding what facts are needed, (b) 
collecting these facts, (c) interpreting 
and applying the facts, and (d) ex- 
plaining the procedures, facts, and 
decisions to those who are affected.” 
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This new Roberts HRTD time and 
date stamp gives you crisp clear 
impressions with great flexibility of 
printed message. Utilizes three simple 
basic balanced units—printing head, 
ribbon mechanism, electric drive — 
and new hammer method of print- 
ing with automatic  self-aligning 
platens. Paper-trip operation. Fine 
engineering. Choice of three colors. 
One of a family of Roberts number- 
ing devices famous since 1889. Write 
Roberts Numbering Machine Divi- 
sion, Heller Roberts Mfg. Corp., 700 
Jamaica Ave., Brooklyn 8, N. Y. 
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HELLER ROBERTS 


for Efficient, Economical Processing 


Write ... wire . . . or phone for fast delivery 


of stock cards. Our inventory is maintained to 
assure shipment same day order is received. EAC 
guaranteed quality and service eliminates down 
time in your data processing operation. 


; Electronic Accounting Card Corporation 
: P.O. Box 1088 High Point, N.C 


Please send me price list and somples 


Name 


Address. 
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Here’s the 
New, Modern Way 
to Make gv. 
Carbon Copies! eS 


1, Pick up the number of Sea Foam 
Bond CARBONSETS you need. 


2. Place your letterhead on top 
and slip into typewriter. 


3. Snap out carbons and copies 
are ready for routing. 


SIMPLE ¢ FAST ¢ CLEAN 


‘Be site 10 specify CARBON- 
SETS by name, the only one 
using famous Sea Foam Bond. 
Write on er letterhead 


orsample 


Write Dept. OM-1159 


-BROWNVILLE — 
"PAPER 
‘COMPANY 


BROWNVILLE, NEW YORK 
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AMA — 
(From page 48) 


merely running an office—or network 
of offices that are much larger than 
they were in the past,” he declared. 


“It means that in the new business 
era that is opening today, the office 
must be a fast and accurate communi- 
cations center. But if it is to fulfill its 
function best, it must be more than 
that. It must correlate sales with pro- 
duction planning and inventory re- 
placement. It must do this on a faster 
basis than ever before. It must plan 
ahead. But it must also act as the 
“switching center” of the company. It 
must be more responsive to and know- 
ing about every activity of the com- 
pany, every facility, every need than 
has been necessary in the past. That 
will be important in terms of adminis- 
tration doing its job in the best possible 
manner; that will be necessary in terms 
of men and women trained in adminis- 
tration moving into the top echelons of 
the company. As the office broadens 
the scope of its activities, it will be 
necessary for the executive who heads 
it to broaden the scope of his knowl- 
edge and his sensitivity to every com- 
pany need and every company oppor- 
tunity.” 

(To be continued) 


Soviet technical threat 
to be outlined by Neal 


The new.threat posed by Commu- 
nist technology and industry will be 
explored by Dr. Alfred C. Neal; pres- 
ident of the Committee for Economic 
Development, at a luncheon meeting 
of the two-day conference of the 
American Society of Industrial De- 
signers, to be held in New York, 
November 12-13. 

The seriousness of the Soviet chal- 
lenge to American economic growth 
will be explored by Dr. Neal in the 
following areas: 


To what degree is the Soviet Union 
catching up or outdistancing us? 


Is rapid productivity growth con- 
sistent with economic stability in our 
country? 


Does economic growth have to 
mean inflation and recession? 


How are taxes for Government 
spending bound into the growth pic- 
ture? 


Among other speakers at the con- 
ference, to be held at New York’s 
Statler-Hilton Hotel, is: 


Lee S. Bickmore, executive vice 
president, National Biscuit Co., New 
York, discussing, “The Sales Impact 
of a Corporate Image Program.” 
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CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $5.00. Each addi. 
tional word 25¢. Payable in advance. Addres 
replies to all Box Number ads c/o OFFICE 


MANAGEMENT, 212 5th Ave., New York 10, N.Y. 


For Sale or to Buy 


FOR SALE: “Two “NATIONAL” 14 
Printers less than four years old jp 
excellent condition. Will accept bes 
offer. O.M. 330. 

FOR. SALE: 85 NATIONAL oi Post 
Heavy Duty 11 x 17 Black Binders. 
Catalog #9588% and #257-65. Good 
condition. Make offer. 
New Idea Division, AVCO Corporation, 
Coldwater, Ohio. 


3-25,000 CAPACITY, ELLIOTT STEN. 
CIL File Cabinets. Guaranteed good as 
new. Complete, $150.00 each, prepaid. 
This saves you $250.00 cash. D. Parham, 
2546 Wilton, Dallas, Texas. 


SALE: FACTORY DEMONSTRATOR 
ELECTRIC 2 in 1 Folding and Letter 
Opening Machine. Fully guaranteed. Reg- 
ular price $432.50, yours for $198.50. 
Lansdale Products, Box 568, Lansdale. 
Pa. 
FOR SALE: TWO NATIONAL Utility 
Billing Machines, Model #22013 (114), 
$3,000.00; Model #30612 (122A) 
$1,000.00. O.M. 331 


Positions Available 
PROMINENT PHILADELPHIA PHAR- 
MACEUTICAL FIRM has an opening 
in its Systems Section for a Business 
Forms Designer. Drafting training re- 
quired and an understanding of forms 
design preferred. Excellent career op- 
portunity. Send salary requirements, age 
and sample drawings along with resume 
to: Smith Kline and French Laboratories. 
c/o Personnel Department, 1500 Spring 
Garden Street, Philadelphia 1, Penn. 

SYSTEMS SPECIALIST. NATIONAL- 
LY KNOWN management consultin2 
organization needs man with BBA or 
BS in accounting to work with clients 
throughout U.S.A. and Canada. Mini- 
mum of 3 years experience in public 
utility accounting and/or systems meth- 
ods and procedures required. Send 
resume and salary requirements in first 
letter. Replies confidential. O.M. 329. 


Business Opportunities 
REDUCE TURNOVER, LOWER 
TRAINING costs by testing job appli- 
cants. No client too large or too small. 
Details free. Guidance Associates, Hay- 
path Road, Plainview 15, New York. 
Established 1938. 
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CATALOGS, Booklets | 


Paperwork Problems (1) 

Davidson Corp., 29 Ryerson St., Brooklyn 5, N. Y. 
A case history of the paperwork problems confronting 
the National Distillers and Chemical Corporation and 
how they were solved with the use of Davidson Dual-A- 
Matic equipment is offered. 


Saving Time and Space (2) 

Acco Products, Div. of Natser 
Corp., Ogdensburg, N. Y. “Ideas That 
Save Time & Space” is a 12-page, 
fully illustrated brochure depicting 
the company’s filing and binder prod- 
ucts for the desk, file, or shelf. 


Graphic Controls (3) 


Clarkson Press Inc., 189 Van Rensselaer St., Buffalo 
10, N. Y. A booklet entitled, “The Graphic Controls 
Story” illuminates the important role played by data 
processing forms in achieving automation efficiency. 


Floor Wax (4) 

E. I. du Pont de Nemours & Co., Industrial and Bio- 
chemicals Dept., Room N-2533 OM, Wilmington 98, Del. 
Illustrated booklet describes the advantages of floor wax 
containing “Ludox,” a colloidal silica, anti-slip ingredient. 
A list of suppliers of these waxes is also included. 


Steel Chairs 

Remington Rand Division of Sperry 
Rand Corp., 315 Park Ave., New 
York 10. A full color, 20-page catalog 
(FF-229 Rev. 1), illustrates and de- 
scribes in detail the latest steel office 
chairs introduced in the company’s 
line. 


Building Maintenance (6) 


Johnson’s Wax, Department MM, Service Products Div., 
Racine, Wisconsin. A 27-page Building Maintenance 
Manual is divided into 12 sections for easy reference. 
Some of the subjects covered are: Step-by-step procedure 
for cleaning floors; use of special floor finishes; day-to-day 
Maintenance; stain removal; safety suggestions. 


Business Letters (7) 


American Automatic Typewriter Co., 2323 N. Pulaski 
Rd., Chicago 39. Pamphlet entitled, “60 Best Business 
Letters” describes the standardization of sales letters, order 
acknowledgements, answers to inquiries, etc., as well as 
general correspondence. 


Pens and Pencils 

All-Rite Pen, Inc., 241 Hudson St., 
Hackensack, N. J. A newly issued, 
fully illustrated catalog depicts a line 
of ball point pens and mechanical 
pencils for a variety of business uses; 
Special instruments for auditors and 
Photocopy reproduction. 


NOVEMBER 1959 
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__— ERASING - | 


| Modern Graypoints are “balanced” in size and shape, 
“pointed” in luxury-textured rubber, for controlled fastest. 
cleanest, so-accurate erasing . . . a work-saving pleasure 
for your typists, a definite 


overhead-saver for you. 


4 No. 3650 GRAYPOINT WHISK 


Hexagonal, wood-case eraser 
with quality gray rubber core, 
fits comfortably in the hand. At- 
tached brush whisks away eraser 
crumbs. Won't roll off desks. Eas- 
ily repointed in any pencil sharp- 
ener or with a knife. 


No. 365 GRAYPOINT > 


Same eraser as No. 3650 GRAY- 
POINT but without brush. 


4. No. 378 GRAYPOINT 


This paper wrapped eraser with 
the pull string for easy repoint- 
ing can be repointed right at 
the desk. Same quality gray rub- 
ber core as No. 3650 GRAY- 
POINT. 


ASK YOUR STATIONER NOW 
FOR PENCIL-LIKE, 
EASY-TO-HOLD, 
EASY-TO-POINT 
WELDON ROBERTS 
GRAYPOINT ERASERS 


praypotal &yodsn 3650 WHISK "S'S". 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World's Foremost Eraser Specialists 


Enanous 


Correct Mistakes in Any Language 
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\INTERCHANGEABLE” 
\ HEADS Z F 


“2 HEADS 


are better than 9”? “ 


Quick Changeover of Labeling Heads Multi- 
plies the Money-Saving Benefits of this 


? \ 7 | Acco” 
CHESHIRE now nara 7 “ie rm 
. ° ROTARY HEAD AppLics R-4600 Acme 
L oO { M h CUT OR INDIVIDUAL UNIVERSAL ROTARY HEAD .| Age 
a e in g ac in ee LABELS (gummed or applies both wide roll P 
“ae i x av of strip and narrow tape P All-St 
NOW you can label ALL of your jobs with 7 14,000 per hr. Ze a Ag. 
MODEL E’s high speed and automatic ~~ = * 
accuracy. No wasted labels, no skipped Amer 
pieces, regardless of label type used. In- Ag 
stant changeover to proper head lets you J 
apply the desired type of label to practi- Ame! 
cally any class of printed material. _.— ( 
nar 2, Ag 
4g | Apse 
| _* 
Arno 
MODEL E a 
If CUT labels ONLY are to be applied, Model 
E can be supplied with the R-4700 Rotary 
Head in lieu of the Roll or Tape Strip Head. Bark 
Fully automatic label application. Feeds, cuts, Ag 
glues and attaches pre-addressed labels— Bell 
re-loads labels and glue without stopping Ai 
machine. Brov 
Labeling Heads also available as separate INVESTIGATE NOW Ay 
units for various machines not manufactured ...NO OBLIGATION Burg 
by Cheshire. A 
CHESHIRE, INC. 
1644 NORTH HONORE STREET * CHICAGO 22, ILLINOIS | = 
| Can 
INQUIRY SERVICE FOR SUBSCRIBERS A 
. . . . . Car 
Just circle the numbers in the coupon, fill in your name and address, tear out and mail to Cel 
Office Management. Your inquiries will be forwarded promptly to the companies concerned. A 
ee ee ee ‘ Cel. 
|.) 4 
Cha 
NOVEMBER 1959 ADVERTISEMENT November 1959 cE 4 
(Circle respective page numbers on which ads appear) Circle respective 1 | Che 
item numbers. : 
Page Page Page Page Page Page Page : 
2nd Cover 17 41 61 73 87 93 BMC New Products or Catalogs J | ‘ 
3rd Cover 18 42 62 DMP 74 88 94 LTC | a 
4th Cover 20 46 62 CUD 75 89 94 BMA 1 5 1 5 ‘| oa 
4 25 47 62 CI 76 90 AWF 94 GAC ' F 
6 27 49 63 CLB 77 90 MMV 94 CPC 2 6 2 6 ' | Co 
7 28 50 63 SMC_ 78 91 CHH 95 HRM : ; 
8 29 51 64 79 91 WAF 95 EAC | Co 
9 34 53 65 80 92 MLS 95 GS 3 7 3 7 
11 38 PBI 57 66 81 92 KCI 96 ; | 
12 38 CSI 59 67 82 92 MCC 97 4 8 4 8 ; | © 
13 39 60 68 86 93 DEC 98 + hie 
14 40 ov) Sit 
Fractional page ads further identified by initials of advertiser ' 
1! 
IE saat a 5.0 CHF Eck fats cas ERO GHATE ow Ala NeRGR MG kaw eee Melon We L eREIS. a ; OFFICE MANAGEMENT : D 
GER Peg rig fda ae cle a GHA a eles NTS eof atto OTe ms ES TINO TSBs SCD AW esno ds Sek ne 212 Fifth Ave., N. Y. 10, N. Y. : 
aga Ga tendered int ab O45 Nene whe A54 Thi ae den daereed ar ehwrexieainbens e D 
I actists rrecdl yn Rtba ATO ea At ciel eam spars aladeae S95 aE RA ERAS TOES Wa Rees a : D 
Be teh AR neato dian anhe oat OT eee otis oii lara mes 3 Tle teaeiny toes anet : 
Number of Office Employees (all departments)... .........cccccccscscccsccccccceence Until December 15, 1959 : 
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Acco Products Div. of Natser Corp.. 59 
Agency—Geer, DuBois & Co., Inc. 


_ Acme Visible Records, Inc....... 60 


Agency—Cargill, Wilson & Acree, Inc. 
All-Steel Equipment Inc.......... 
Agency—Marsteller, Rickard, Geb- 
hardt & Reed, Inc. 
American Technical Society....... 80 
Agency—Grant, Schwenck & Baker, 
Inc. 
Amer. Telephone & Telegraph Co.. . 3 
(Business Equipment Sales) 
Agency—N. W. Ayer & Son, Inc. 
Apsco Products, Inc.............. 89 
Agency—Van der Boom, Hunt, 
McNaughton, Inc. 
Arnot Furniture Div. Royal Metal 


DS ening Gi kinaa\abahe hems 2nd Cover 
Agency—Anderson & Cairns, Inc. 
= 
gg a eee 63 
Agency—Frank C. Jacobi Adv., Inc. 
Bell Telephone System........... 3 
Agency—N. W. Ayer & Son, Inc. 
Brownville Paper Co............. 96 


Agency—Flack Adv. Agy., Inc. 
Burgess-Manning Co. Industrial 


ss son pate wv awssse 93 
Agency—Merchandising Advertisers, 
Inc. 
SN CS ir necscecrewsece 42 
ge orl a AE Co. 
Cc 
CO ee 94 
Agency—Geer-Murray, Inc. 
BE a ci dReesea ads 008s seeReS 93 
a ee ee 73 


Agency—MacFarland, Aveyard & Co. 


eS ge eer rer eer 62 
Agency—The Powerad Co. 
— Paper Products Co., 
Pe ere rere 13 
PP REE Ewald Co. , 
Champion Paper Specialties Inc. Sub 
of The Champion Paper & Fibre 
ESE EE eee 12,1 
Agency—Campbell-Ewald Co. 
CO er rer 98 
Agency—Burlingame-Grossman Adv 
ee Blt TOR. 2. cc ccccccccuce 92 
Agency—Laux Adv., Inc. 
Comptometer Corp. ............. 47 


Agency—MacFarland Aveyard & Co. 
Control Systems, Inc., Plus 


Computing Machines Div..... 38 
Agency—George V. McIntyre Adv. 
ee ee re 62 


Agency—Rex Farrell, Inc. 
Cramer Posture Chair Co., Inc.. .64, 65 
Agency—Allmayer, Fox & Reshkin 
Agy., Inc. 
D 


Defiance Calendar Co., Inc......... 92 
Agency—Laux Adv., Inc. 


De Jur ae Corp., Stenorette 


Pol riend-Reiss Adv., Inc. 
Dewberry Engraving Co........... 93 
Dick Co., A. B........ 4th Cover, 52, 53 

Agency—Fuller & Smith & Ross, Inc. 


Dolin Metal Producis, Inc......... 62 
Agency—Office Equipment Adv. 
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ADVERTISER’S INDEX 


Du Pont de Nemours & Co., Inc., 
Be. B, Pabetes Biv... occ ccccccs 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


Eastman Kodak Co., Business Photo 
Methods Div., Verifax........ 17 
Agency—J. Walter Thompson Co. 


Edison Voicewriter Div., T. A. 
dison Inc. 


E 
Agency—J. Walter Thompson Co. 


Electronic Accounting Card Corp... 95 
Agency—James R. Fox Adv. 


Esterbrook Pen Co., The.......... 46 
Agency—Young & Rubicam, Inc. 
F 


Faber-Castell Pencil Co., Inc., A. W. 90 
Agency—J. M. Kesslinger & Assoc. 


Force & Co., Inc., Wm. A......... 91 

Agency—Philip I. Ross Co. 
G 

Gates Acoustinet Co.............. 94 

Agency—Clayton A. Stahlka 
Counseling 

Gevaert Company of America.... 8,9 
Agency—Gaynor & Ducas, Inc. 

Globe Wernicke Co., The... .3rd Cover 


Agency—Strauchen & McKim Adv. 


CE SS onic tomas deans wes 95 
Agency—Diener & Dorskind, Inc. 
H 
PG eee 7 
Agency—Hutchins Adv. Co., Inc. 
Hammermill Paper Co............ 18 


Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


Heller Roberts Mfg. Corp......... 95 
Agency—George I. Bushfield 
Hunt Pen Co., C. Howard........ 91 
Agency—Robert S. Kampmann, Jr., 
Adv. 
t 


Interstate Metal Prods. Co., Inc.... 88 
Agency—Raymond Heer & Assoc. 


Kimberly-Clark Corp. 
Agency—Foote, Cone Belding 
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L 


Labelon Tape Co., Imc............ 94 
Agency—Hartford & Greenfield, Inc. 
Letter-Gram Co., The............ 6 

Agency—W. H. Watt Adv. 


Maggie Magnetic Visual Aids Corp. 90 
Agency—Dale Associates 
Management Control Charts Co... 92 
Agency—Stern, Walters & Simmons, 
Inc. 


er ey 


Pn Walter Thompson Co. 
Michael Lith Sales Corp........... 92 
Minnesota Mining & Mfg. Co., 

CO Er ere 11, 39 

Agency—Erwin Wasey, Ruthrauff & 

Ryan, Inc. 


Monroe Calculating Machine Co., 
Inc. 


Agency—L. H. Hartman Co., Inc. 


Morgan Associates Inc., Boyce.... 94 
Agency—Buckley Organization, The 


N 
National Blank Book Co........... 61 
Agency—Sutherland-Abbott Adv. 


National Cash Register Co., The. .14, 82 
Agency—McCann-Erickson, Inc. 


Nekoosa-Edwards Paper Co....... 79 
Agency—The Cramer-Krasselt Co. 
o 
Office Management .......... 10, 16, 26 
Ozalid Div. of General Aniline & 
oo ae oben Oe 
Agency—Benton & Bowles, Inc. 
P 
Peerless Steel Equipment Co....... 74 
Agency—Norman A. Strang Adv. 
Photorapid Corp. ......... nae ae 
‘cecal Adv., "Ine. 
Pitnmey-Bowes, Imc. ............ 


38 

Agency—L. E. McGivena & Co., Inc. 
Plus Computing Machines Div. of 
Control Systems Inc.......... 

Agency—George V. Mclntyre Adv. 


Radio Corp. of America 
Agency—Al Paul a Co., Inc. 
Remington Rand Div. of Sperry 
Rand Co 
Agency—Gardner Adv., Co., Inc. 
Rex-Rotary Distributing Corp...... 
Agency—Geer, Dubois & Co., Inc. 
Roberts Numbering Machine Div., 
Heller Roberts Mfg. Corp... .. 
Agency—George I. bushfieid 
Roberts Rubber Co., Weldon...... 
Agency—La Porte & Austin, Inc. 
Royal McBee Corp., Data Processing 
Sr ee er ooneee 
Agency—C. J. La Roche ‘& Co., inc. 
Royal Typewriter Co., Div. of 


re 


Royal McBee Corp........... 
Agency—Young & Kubicam, Inc. 
s 


Scribe Distributors Co............ a4 
Agency—Haerr, Peterson & Hall, Inc. 
Smead Mfg. Co., The............ 63 
Smith-Corona, Inc. .............. 20 
Agency—Cunningham & Walsh, Inc. 


Systematics, TRC. ...6.ccssvcscees 25 
Agency—Smith, Winters Mabuchi, Inc. 


T 
Tandberg of America, Inc......... 
Agency—Pike & Becker, Inc. 
Teletype Corp. .. 


Agency—Marsteller, Rickard, Geb- 
hardt & Reed, Inc. 


Thomas Collators Inc............. 
Agency—Douglas Turner, Inc. 


United States Gypsum 
Agency—Fulton, Morrissey Co. 
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SPACE— 
AND SPECIOUS THINKING 


THE FAR SIDE of the moon eclipsed all other news one day 
last month when an historic first photo of the hidden half won 
front-page play around the world. American management, along 
with Americans generally, may have studied the strange picture 
for a moment or two, after which—with perhaps some patriotic 
disgruntlement at Russia’s having outplayed us again—it got 
down to “more important” business. 

Surely the moon’s unseen side is not the prime concern of of- 
fice executives, but what this first sight of it symbolizes in terms 
of recent history does affect management, and should stir it to an 
honest stock-taking in the area that is its prime concern — 
management itself. How sound is it today, not only the manage- 
ment of your company but American management at large? 
How sound is it, really, not of itself—for in today’s small swift 
world no organization remains in isolation—but in comparison 
with foreign managements and, yes, managements behind the 
Iron Curtain? 

We all know the shocked suddenness with which we awakened 
to our mistakes about space. We were “way ahead” of every- 
body else—after all, weren’t we always? Then came the Sputniks 
while our missiles sputtered agonizingly on their launching pads. 
Why did it happen? The Russians captured the better German 
scientists? Perhaps. This national Administration or that na- 
tional Administration didn’t give the matter sufficient backing? 
Perhaps. However, many responsible observers (one of them, 
Leslie Matthies of the Foundation for Administrative Research, 
is quoted on page 93), seem to come uncomfortably close to the 
truth when they suggest that part of the trouble is management 
—or the lack of it. 

We’re not for a moment suggesting that we should emulate 
the monolithic Soviet system of executive control, nor are we 
saying that it has no flaws. But we can point out, as the recent 
resignations or threats of resignation among our key missile 
men have pointed out already, that our space program suffers 
from some serious management flaws— wasteful duplications, 
patchwork liaison, seemingly capricious starts and stops as pub- 
lic clamor ebbs and flows. We might ask, too, whether our 
opinions of ourselves as managers—not only governmentally 
but commercially and industrially—may not someday suffer the 
same deflation as our space “leadership” did. Inefficient systems 
and procedures are wasteful both inside and outside the Iron 
Curtain, and there’s no golden guarantee that “theirs” will be 
forever worse than “ours.” In the economic warfare in which 
we are now inextricably engaged, let us make absolutely certain 
that American management is more than merely “good,” but 
vigilantly and democratically best. 
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ile the Globe-Wernicke way 


1e record you want in a hurry gets to your desk in seconds 
ith Globe-Wernicke filing cabinets and Safeguard Filing 
ystem. You'll experience a world of difference when you 
ee how efficiently Safeguard will streamline your filing oper- 
tion. G/W systems speed finding, reduce costly errors, and 
wer your Clerical costs. Your office personnel can learn 
ese systems expertly in minutes. You'll never be at the 
ercy of a one-man system or a changing clerical staff. 


Simply Arranged 
Primary guides and 
folders in production 
line positions simplify 
filing motions. Aux- 
iliary guides in ‘‘Free 
Space’’ permit ex- 
Pansion without dis- 
| bing arrangement. 


Exclusive Tri-Guard 
3-point guide suspen- 
sion eliminates waste 
motions. Finger touch 
creates “‘V'' pocket 
for full view of rec- 
ords. Triple support 
automatically adjusts 
drawer contents. 


Safeguard Systems 
Five widely used Sys- 
tems available. Al- 
phabetic, Alphabetic 
Subject, Numeric Sub- 
ject, Numeric, and 
Geographic. Selective 
tab positions reduce 
filing motions. 


take the fumble out of your filing 


This new concept in record-keeping organization will pay 
you a handsome dividend over the years. At the same time, 
you'll enhance the appearance of your office with metal files 
of functional beauty and unusual durability. (Choose your 


favorite color in a G/W decorator finish.) Call your =] 
G/W dealer*. He'll be happy to show you | & 

all the advantages of keeping records “the Bi] 
Globe-Wernicke way.” Write Dept. G-11. 


*Listed in Yellow Pages under “‘Office Furniture’ 


Safeguard Card 
Record Systems— 
Angular celluloid 
tabbed guides are 
color-keyed for high 
reference visibility. 
System is readjly ex- 
pondable for any 
card record needs. 


Use Readers’ Inquiry Coupon on Page 98 


Globe-Wernicke 
makes business 


THE GLOBE-WERNICKE CoO. 
CINCINNATI 12, OHIO 
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/magine 
offset in our office” 


This box contains 
One Complete 


works like 2 beaver 


FOR COMPLETE INFORMATION 
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